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INTRODUCTION

Project EXCEL is conducted under the National Workplace Literacy
Program of the U.S. Department of Education. It is administered by

the Career Resources Development Center (CRDC) in partnership with
Ace Mailing, Inc.

Project EXCEL focuses on literacy and basic skills training with
emphasis on the workplace culture for limited English proficient
(LEP) workers. Our goal is to assist these workers in retaining
employment, increasing productivity and advancing their careers.

CRDC

CRDC is a 25 year old, non-profit, community based employment
training agency located in San Francisco and Oakland. CRDC has
trained over 3,500 ethnic minorities and women as office clerks,
bank tellers, cooks, food service and housekeeping workers,
janitors and office automation specialists.

CRDC'’s training programs focus on LEP workers because they comprise
the vast majority of the workforce at Ace Mailing, Inc. CRDC
recognizes that nearly 90% of California’s labor pool will come
from Hispanic and Asian communities, half of them immigrants.
Local labor force is increasingly low-skilled and limited English
proficient, while, simultaneously, industry is demanding a more
literate and skilled workforce.

Ace NMailing, Inc.

Ace Mailing, Inc. is a direct marketing company which has been in
operation for 12 years. The company employs 43 full-time employees
and a large pool of part-time and temporary workers. It has made
a special effort to hire and promote economically disadvantaged
people and LEP workers. Over 90% of its production workers are
Hispanic and Filipino.

Ace Mailing, Inc. is recognized as one of the top small businesses
in the state of California. The company President,

Ms. Gwen Kaplan, is the recipient of this year’s “Excellence In
Business* award from the S.F. Chamber of Commerce. She was also
awarded "the Small Business of the Year" by the California Small
Business Administration. Ms. Kaplan is the president of San
Francisco’s Small Business Commission.

As the company grows, it demands a more sophisticated and skilled
workforce so that productivity can be maximized. At Ace Mailing,
this translates into the workers’ ability to read and understand
work orders, and to perform the tasks independently. Encouraging
the workers to actively participate at the workplace is also a goal
of the company. Both management and employees agree the ability to

communicate in the English language is the key to enhancing
performance.
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Curriculum Designed for Ace Mailing, Inc.

The curriculum for Ace Mailing, Inc. is designed by a team of
experienced educators from CRDC. The team met with the
management, supervisors and workers to conduct needs assessments
at the workplace. The team also conducted observations and
participatory work to identify specific job and communicative
skills required at Ace Mailing, Inc. From these assessments,
CRDC was able to design a curriculum to facilitate better
communication between workers and management, and to enable

workers to understand written work orders as well as follow oral
instructions.

Project EXCEL’s staff worked closely with management and workers
at Ace Mailing, Inc. and received consistent feedback from the
Ace Mailing management and workers before the curriculum was
finalized. The curriculum consists of 3 modules. The goals and

objectives of each module are explained on the cover of the
modules.

EDUCATION PARTNER BUSINESS PARTNER

CRDC Ace Mailing, Inc.

655 Geary Street 2757 16th Street

san Francisco, CA 94102 san Francisco, CA 94103

staff Personnel

Chui L. Tsang, Project Director Gwen Kaplan, President

Malbel Teng, Project Co-director George Hamilton, Account Executive
David Hemphill, External Evaluator Mitchel Darrow, Administrative Manager
Pennie Lau, Curriculum Developer Tony Revier, Production Manager

Chris Shaw, Counselor/Instructor
stephanie Levin, Counselor/Instructor
Lisa-Anne Lee, Student Intern

Denise McCarthy, Consultant
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IEACHING GUIDE

This module is specifically designed for limited English proficient
adults who need to leurn basic skills and language in order to
function effectively at Ace Mailing, Inc. The English proficiency
level of the workers in this class ranges from ESL level 50 to
level 100. All of the students are of Hispanic origin with Spanish
as their native language. They all have very limited education in
their native countries. Some have never taken an English class in
the United States before while several others have taken a semester

or two of Adult Basic Education at a local community college
center.

This text is a beginning, competency-based text that attempts to
integrate coping skills and functional language with eesential

language forms, vocabulary, and cultural information needed for the
American workplace.

There is & wide variety of activities within each unit to reinforce
language use. Because teamwork and cooperacion are so essential in
the workplace, opportunities for pair practice and group
interaction are important components of this module. Each unit
affords practice in listening, speaking, reading and writing.
Lessons are self-contained and lend themselves to a format in which
one or two activities may be completed within a one hour class
period. Teachers may choose to expand, rearrange, or omit a
particular activity when appropriate. Material from different
units may be taught simultaneously to keep the class interested and
motivated.

Below is a 1listing of some features and activities that are
included in the workbook. There are also suggested activities to
provide extended practice for students.

Visuals

Visuals are a vital part of teaching. Pictures, hand drawings,
photographs and real objects add realism and relevance to the
learner and enable students (especially beginning students) to
attach immediate meaning to a situation. Every competency can be
pre-taught by using visuals to introduce the new subject.
Flashcards are great tools to have for beginning classes. They can
be used to introduce vocabulary and lend themselves to quick,
periodic review of key vocabulary. Pictures in the text can be
enlarged and made into flashcards for the purposes of introducing
and reviewing words. New topics and exercises should be pre-taught
before students turn to their texts.
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Tape

All dialogues and listening activities are pre-recorded on tape.
The tape gives students opportunities to hear different voices and
speaking styles. It also allows for consistent repetitious
listening usually needed in a beginning class.

Dialogues

Dialogues introduces the language in context and the competency.
It is the core from which other activities and expansions in the
unit emerge. The dialogues are intentionally short, no more than
eight or nine lines, to ensure easy listening and repetition. The
following steps are recommended in the presentation of a dialogue:

l. Setting the Scene

Use visuals to generate an impression of what the dialogue might be
about and what language might be used. Teach core vocabulary and

expressions 8o that students are prepared to comprehend the
dialogue. '

the Di e

Once the scene is set, the class listens to the dialogue on tape.
The dialogue may be played several times for discussion of meaning
and oral practice. The teacher can play the tape and stop at the
end of a phrase or sentence for students to repeat after it. This
way the teacher can check their 1listening and give them
opportunities for controlled oral practice.

3 E !0!0 E!] no ]

Once the students demonstrate an understanding of the dialogue, the
teacher can model the dialogue for further repetition. First, the
teacher repeats all the lines of the dialogue and the students
repeat after her. Then the teacher takes one role (A) and the
students (B). The roles are reversed for another practice of the
dialogue. Next, the teacher divides the class in half. One half
assumes one role, the other half, the other role. Finally, pairs
of students practice the dialogue while the teacher circulates to
listen for problem areas, offering assistance as needed.
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4. Drills

As the teacher is practicing the dialogue, it may become obvious
that additional drilling of particular phrases needs to be
introduced before the dialogue as a whole can be practiced. Aside
from the repetition drill mentioned above, a teacher may need to
introduce other mechanical drills such as chain, substitution, and
transformation drills for further practice to make the new language

natural. If students have difficulty repeating a phrase, a
*backward buildup* can be used.

5. Further Practice

On subsequent days, further practice of the dialogue can be carried
out in small groups or in pairs. The teacher can cut up the
dialogue into strips. The students are to figure out the order of
the strips and then practlce the dialogue among themselves once
they have the dialogue in front of them. Later, A and B strlps may
be a881gned to each pair partner to make the oral practice more
challenglng. One partner gets the A strips and the other, B
strips. They are told not to look at each other’s lines. They
then must listen carefully to each other to proceed tarough the

dialogue. ~This exercise allows for good listening, speaking and
reading practice.

Listening Activities

Ample listening exercises are provided and recommended to check
student comprehension of the material presented. The use of fill-
ins and listen and circle activities are used to help guide
students with their listening and make them accountable for their
listening efforts. The teacher can play the tape several times.
Once for the students to listen to and perform the task at hand and
a second time in case they miss anything the first time around.
The students can then switch papers to correct each other’s
answers. This allows for another opportunity to listen. When the
class goes over the exercise together as a whole, the teacher
should play the tape one more time for corrections. Because the
students are at a beginning level, they usually do not mind
repetitious listening. When the students are asked to correct each
other’s papers, it enhances their ablllty to self-monitor which is
a good language learnlng skill to acquire at the earliest stages of
second language acquisition.
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Intervieus

Many units in the text include one or more interview activities.
These activities are designed to help students use previously
practiced language in less controlled situations. Students use the
language for the purpose of obtaining real information from their
partners and later share this information with the rest of the
class. The first student asks the questions and another responds.
The first student 1listens carefully, asks for repetition or
clarification, and takes notes to share information with the class
at the conclusion of the activity.

To prepare students for this type of activity, the teacher should
first model each question, have students repeat, and check
comprehension. The teacher then asks for a volunteer to help model
the exercise for the other students. Students are then asked to
interview the people closest to them or stand up and roam around
the room to ask others. As students proceed with the activity, the
teacher circulates, provides assistance if needed, and identifies
problem areas for practice later. The final step is for the
students to report back, sharing and discussing the information
they have obtained. This kind of exercise allows for some writing
practice and reading of simple grids.

Pair Practice Activites

Pair practices are used and recommended throughout the module.
Different parts of a dialogue can be substituted with words
suggested by the teacher or students. Students practice a
particular dialogue over and over again substituting a different
term each time until new structures become natural. Teachers
should model the activity several times with an instructional aide
or a student so that other students understand what is to be done
during a paired activity. The teacher should circulate during pair
practices to monitor progress. The teacher can provide further
practice on problem areas with the whole class at a later time.

Information Gap Activities

In information gap activities (Student A/Student B), each partner
has different information. Students must communicate in order to
complete a task. This type of practice is challenging because if
communication is not clear or inadequate, the task cannot be
completed. The steps for information gap activities are the same
as for paired activities except that in information gap activities
students cannot look at each other’s papers. It is crucial that
the teacher prepares students well for this kind of exercise. A
dialogue usually precedes an information gap activity and gives
students a model of the type of language they are expected to use
with a particular activity. The teacher then models the first one
or two tasks with students before asking them to work with each
other on their own.

vi
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Reading and Writing Activities

Most of the reading and writing done in class is at the word or
sentence level. Here are some activities suggested for reinfo:icing
students’ reading and writing skills:

WO -

This exercise works well as a paired activity. Person A has a set
of pictures and person B has a set of matching words. The two
students work together to make appropriate matches. Make sure each
partner understands his or her role so that one does not do the
work for the other. This allows the slower students an opportunity
to contribute. Modeling the language and the procedure for this

exercise for students helps them see the purpose and goals of this
exercise.

2 . .

Dictations reinforce with writing the content which has been
previously practiced orally. They help students correlate written
English with spoken English. Teachers can summarize a& unit or a
competency by selecting a few words, phrases, or sentences that are
essential for dictation. The teacher reads the words or sentences
at normal speed and the students write the words perceived by them
on a piece of paper. 1If they do not catch all the words, they
should be allowed to ask for repetition as often as necessary.
Some students may peek into their workbooks or at others’ papers.
This is fair game for them because they must know what to look for
and where to look for the right answers. Students are then paired
or grouped to compare and correct each other’s sentences. The
teacher circulates around the room for assistance. Several
students are then called to put their answers on the board. By the
time the words or sentences are written on the board, they are
usually 90% correct. The teacher *hen goes over the remaining
problem areas.

For a low level class, a teacher can help students out by drawing
blanks for words in each sentence on the board during correction
time. students go up to the board to write the sentences out
according to the number of blanks drawn. The teacher checks for
problems, and then proceeds to have the class repeat the corrected
sentences. To provide further oral practice, the teacher can do a
*disappearing board trick." The teacher erases more and more words
from the board until students can eventually repeat the sentences
without much or any written representation at all.
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3. Scrambled Sentences

Scrambled sentences work very well for beginning students. They
make for a good small group activity. Sentences are enlarged and
cut into individual word or phrases and are placed in envelopes to
be passed out to each student group. Students work together to put
the sentence or sentences together. Wwhen they believe they have
the words appropriately placed in order, they are asked to write
the sentences on .the board. Some teachers like to have the
students hold the words up and line up in front of the class in
correct order. This way, the other students can help correct and
read the sentences out loud. Students learn well and enjoy this

activity because they &re able to physically arrange and rearrange
the words.

Many of the activities mentioned above can be made more exciting by
introducing an element of competition into the activity. Prizes
and honorable mention can be given to an individual student or
groups of students for successfully completing an activity first.

Listed above are just some of the more successful interactive
reading and writing activities used in our classrooms. Many more
creative techniques can be found in current ESL literature and
textbooks to reinforce the learning of classroom material.
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OBJECTIVES OF MODULE 1

Module 1 is designed to familiarize Ace Mailing employees with
classroom instruction and procedures, review the basic components
of written English and the numeric system, introduce the importance
of casual communication in the workplace, and help workers follow
and respond to instructions with emphasis on confirming and asking
for clarification when communication breakdowns occur. The aim of
the activities in this module is to enable workers to feel more
comfortable in a classroom setting, encourage workers to initiate
and respond to casual interpersonal exchanges at work, and follow
instructions with greater ease and efficiency.

Students will be able to:
1. Read and write English alphabets in upper and lower case forms.
2. Read, write and comprehend numbers.

3. Make personal contact with co-workers and staff: greetings and
small talk.

4. Ask and respond to personal information gquestions.
5. Fill out a simple personal information form.

6. Confirm information and ask for clarification.




UNIT 1: NAME

Say the dialogue.

&

o
P N
_é_Am, Teresa Diaz%
| G-

A: What’s your full name?

My full name is

Read and write about you.

CIRCLE: MS. NAME:

MISS
MRS.
MR.

CIRCLE: MR. MS. MISS MRS. NAME:

Mr.
Ms.
Miss (Last Name) (First Name)
Mrs,




Say the dialogue.

A: Excuse me. What’s your first name?
B: My first name is Ana.
A: Please spell it for me.

B: A-n - a.

A: What is your last name?
B: My last name is Diaz., D - i - a - z,
A: D-1i-a- 2?

B: Yes. That’s correct.

Ask your teacher and classmates for their names and write
the information below:

i6

Student 2

What is your
first name?

What is your
last name?




UNIT 2: GREETINGS

Vocabulary: Geod morning. I'm fine.

Good afternoon. I'm OK.

Good evening. Pretty good. / Not bad.

Rialogue 31
A: Good morning, Bob. How are you?

B: I am fine. And you?

A: Pretty good.

Rialogue 2

A: Good afternoon, Chris. How are you?

B: I'm fine, thanks. Aand you?

A: Not bad.

Rialogue 3
A: Good evening, Maria. How are you?
B: I'm fine. And you?

A: I'm OK. Not bad.




Match sentences to pictires.

He is fine.

She is sick.

She is busy. é%" Z‘é@

He is tired.
y
She is sleepy. -

Ke is thirsty.

She is hungry.

Fill in the missing verbs and their contracted forms.

1. I ‘!!] tired. I'f't’l tired.
2. You sick. sick.

3. She sleepy. sleepy.
4. He thirsty. thirsty.
5. I hungry. hungry.
6. You ___ busy. busy.

13




Vocabulary: Have a nice day! Thanks, you too.
Have a nice evening!- Same to you.

Have a nice weekend!

Dialogque 1

A: Goodbye! See you tomorrow.

Have a nice day!

B: Thanks, you too!

Dialoque 2

A: Bye! Have a nice evening!

B: Thanks, you too!

Dialogue 3
A: Bye! See you Monday.
Have a nice weekend!

B: Thanks. Same to you!

ot
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Vocabulary: How was your weekend? It was great.

How was yours? : It was alright.

How was your vacation? Not so good.

Dialogue ]
A: Julio, how was your weekend?
B: It was great. How was yours?

A: Not bad.

DRialogue 2

A: Tony, how was your long weekend?
B: It was alright. And yours?

A: Not bad.

Dialogue 3

A: Sandy, how was your weekend?

B: Not so good.

A: Why? what happened?
B: I was sick all weekend.

A: Oh, that’s too bad. I hope you feel better now.

'4%)
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UNIT 3: TIME

Say the dialogue.

A: What time is it?
B. It's 6.00.
A: TI’\Clhl( you. :

B: You're welcome.

. 6:00 6. 12:00
2. 3.00 7. 8:00
3. 9.00 8. U4.00
4. 100 3. 10:00
5. 11:00 0. 7.00

P




WRITE THE NUMBERS FOR MINUTES.

minutes

=

minutes

mMinutes minutes

minutes minutes
'0:'2 ."5'

e
o/ N

minutes

USE THE CLOCK. SAY THE TIME.
Hour Minufes

| . 15
9:30
3 : 45
/ 00
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Write the time.

TIME

1. What time is it?

2. What time is it?

|

r
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UNIT 4: TELEPHONE NUMBER

Exercise 1

Listen and circle the number you hear.

A 534212 @
B. 345-9762 345-9752
c. 454-8976 454-9976
p. 778-2056 778-2046
E. 626-1139 636-1139
F. 255-7509 251-7509
Exercise 2 Exercise 3

Listen and write the missing numbers., | Listen and write the number you hear.

A. 5.9 8 .3257 A. Y02 -8069
B. 289-__ 82 B.
C. 74262 _ c.
O, 57160 °.
E. 357 22 E.
F 65227 F.

L )
Cr




8ay the dialogue.

A: What's your telephone number?

A: Excuse nme?

Ask your teacher ard classmates for their phone numbers.

Teléephone Numbers

Teacher

Student 1

Student 2

Student 3

OO
=P

12




(Student A)
Say the dialogue.

A: What’s the number of Ace Mailing?
B: It’'s 863-4223.
A: Could you say tha:t again?

B: It's 8 6 3 - 4 2 2 3.

A: Thanks.

B: You’'re welcome.

Ask your teacher for the numbers of Ace Mailing

. Tony’'s Restaurant

[\ ]
.

Write answers on the business cards below.

Ask Partner B for other missing numbers.

E ’ PARK
"EB_MQILING '{ EW HOSPITAL

PRIVATE HOSP
1273 THIRD AVE. OSPITAL

19 Park Ave.

] CALL
Main Office: |

o | 828-7887

—— | CITYBANK

eorge

THEUS

..,:.-- ' %g(\)ﬂ‘l,éggo&\s* m‘
ashlngton

“FOR INFORMATION CALL"

691-2303 | | bosommmas

Hesd()fhce UnoWau
® Beanches

203 Fuhon Raad

88 South Main Street

between Green Si. end Hudson Ave.

13
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- (Student B)
Say the dialogue.
A: What’s the number of Ace Mailing?
B: 1It’s 863-4223.
A: Could you say that again?
B: It's 8 6 3 -4 2 2 3.
A: Thanks.

B: You’re welcome.

Ask your teacher for the numbers of l. Ace Mailing

2. Tony’s Restaurant
Write answers on the business card below:

Ask Partner A for the other missing numbers:
| SN e ———— 2. 3.

T P
2eWmt=

1273 THIRD AVE.

PARK
HOSPITAL

PRIVATE HOSPITAL

19 Parx Ave.
detween Green St §ng Hyoson Ave.

Main Office:
2757 16th

TANS WORLD ARUNES e

CITY BANK

eorge [ | |52, 7wa
ashlngton 1

® All Services ®

587-5160

& Haad Othce. One Wall Plara
® Branches
203 Fuiton Road

LEXINGTON AVE. AT 23rd ST. 99 S0uh Maun Street

“FOR INFORMATION CALL"

250-4932 | le==ooc

A
co
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UNIT 5: ADDRESS

MATCH.
R NOme\
Address
D pf Telephone -
L] -
E Y
A Ci’ry —
i “DR 1—;

State

Hl

so01z «” ZIP COde

ﬁ

FILL OUT THE FORM.

Name — —
Address

City State
Zip Code Telephone ( )

| .-
“d




What's the address? *

Exercise 1

Listen and circle the address you hear.

1. 655 State Street
2. 82 East Avenue 83 East Avenue

3. 428 Pine Street 448 Pine Street:,

4. 144 Spring Road 1404 Spring Road
5. 139 Lake Avenue 129 Lake Avenue
6. 5206 Main Street 5026 Main Street
Exercise 2 Exercise 3

Listen and write the missing numbers. | Listen and write the address you hear.

1. 325 South Street 1. J4Z  Main Street

2. 12____ Brook Avenue 2. ____ Linden Avenue
3. —__1Bay Road ' 3. ——_ Church Road
4. ___68 Grand Avenue 4. _____ Oak Street

5. 76 — _ First Street 5. _—  Penfield Road
6. 5 —_ River Road 6. ——— Lake Avenue

(]
<
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What's the zip code?

EXERCISE 1

Listen and Circle the number you hear.

A. 94121

B, - 94116 94118

C. 94108 94106

D. 94122 94120

E. 94001 94021

F, 94616 94816

EXERCISE 2 " EXERCISE 3

Listen and write the missing numbers. Listen and write the zip code.
av 9 4/ 3 3 A. P4£IR/
B. 9 _ 1 _ 6 B,

C.__ 20 _ c.

D. 9 _ _ 2 8 D.

E. 8 _ 0 _ 5 E.

Fo 1 0 _ _ 7 F.




Say the dialogue.

A: What’s your address?

A: Could you repeat that?

A: Thank you.

Ask your classmates for their addresses and write answers below.

Address

assmate |

assmate 2

assmate 3

OO0 10

assmate U




Label 1

Joe Ferrin

2239 Sanchez St. #7
San Francisco, CA 94118

What's the label # ? O234A
What's the street? §a.nd:e_z. SI“.

What's the city?

What's the state?

What's the zip code?

Label 2

Acme, Inc.

574 39th Ave.
New York City, NY 10032

What's the label # ?

What's the street?

What's the city?

What's the state?

What's the zip?

Label 3

ABC Hardware Co.

234 Main St.
Dallas, TX 34314

What's the label # ? What's the state?

What's the city? What's the zip?

cw
(Jg)




Address Labels
(Student 1)

S8ay the dialogue:
A: What’s the address on label 0234A?
B: 1It's 2239 Sanchez Street, apartment 7.
A: Spell "Sanchez" for me.
B: S-a-n-c-h-e-z.
A: Wwhat’s the zip code?
B: 94118.
A: Did you say 9-4-1-1-8?

B: Yes. That’s correct.

Ask your teacher for the missing information on 1. Label 0234A
Write the information on the labels below.

Ask Partner B for missing information on the other labels.

Joe Ferrin

San Francisco, Ca

Acme,; Inc.

New York City, 10032

ABC Hardware Co.
234 Main St.
, TX




{Student B)
Say the dialogue:

A: What’s the address on label 0234A?

B: 1It’s 2239 Sanchez Street, apartment 7.
A: Spell "Sanchez" for me.

B: S-a-n-c-h-e-z.

A: What’s the zip code?

B: 94118.

A: Did you say 9-4-1-1-8?

- Bs Yes. That’s correct.

Ask your teacher for the missing information on 1. Label 0234A
Write the information on the label below.

Ask Partner A for missing information on the other labels.

Joe Ferrin

. San Francisco, CA

Acme, Inc.
574 39th Ave.
, NY

ABC Hardware Co.

Dallas, ____ 34314
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UNIT 6: THE CALENDAR

DAYS OF THE WEEK

Match long forms with short forms.

Sunday Thurs.
Monday Sat.
Tuesday Mon.
Wednesday Fri.
Thursday Sun.
Friday wed.
Saturday Tues.

Fill in the missing days of the week.

JUNE
S M w T F S
Sun. Dwed 1 X Sat.
s » g
1 2 3 4
5 6 7 8 ] 10 11
12 18 14 15 16 17 18
19 20 21 22 23 24 25
26 27 28 29 30
Write the days of the week.
' 7~ ~
1. Sun. Mon, 5. Wed.
2. ' g BT 6.
3. Tues.“ 7. Thurs. 7
4, &L~ Tues. 8. Fri. -~

(V)
(=ip]

22




MONTHS OF THE YEAR
Match long forms with short forms.

January | Mar.
February June
March Sept.
April Jan.
May Nov.
June . Feb.
July Apr.
Auéust ) May
September Dec.
October July
November Aug.
December Oct.

Write the missing months.

1. January 3. March 7. July 9. September
2. F¢b"“4'})’ 4. April 8. 10. October
5. 11.
6. 12.

Write the months.

1. pec. ® Nov. € oce. &
2. July : May
3. April < Jan.

o
-




Wwrite the dates that are circled.

August 1991

.
Sunday monday

TuesdayﬂWednesday ﬁrhursday

Friday | Saturday
| @] s
4 5 6 7 8 9 10
11 12 13 14 @ 16 17AH
19 20 21 22 23 24
25 26 @ | s 29 30 I @) i
/ Au}usf‘ 2,19  &-2-9 ¢ _
z s .
3 —_— & ———
F December 1991 _
Sun. Mon. Tues.j' Wed. Thurs. Fri. 1 Sat. |
1 2 3 s | 5 6 7|
8 9 10 11 12 3 14
4
15 17 18 19 20 21
22 23 24 25 26 27 '
L 29 30 31
. December 1, 1191 12191 5
2, ¢

o
o5}




A S S £ A ST S S S SIS
MAKE A CALENDAR FOR THIS MONTH.

month

(]
T}




Look at a calendar. Write the dates of the following holidays.

1. Valentine's Day

Fééru ary 14

7. Halloween {§;
'J %)

8. Christmas

Ask a classmate about the holidays above. Use the following
dialogue:

A: When is ?

B: 1It’s on

=
W
<




UNIT 7:

Match pictures to sentences.

U
YT IATITIL

i i

’[lll'l‘lli'l

How's the weather today?

Iit's

It's

It's

It's

It's

It's

It's

It's

THE WEATHER

hot.

cloudy.

sunny.

cold.

raining.

windy.

snowing.

foggy.

gy
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The Weather ‘'
(Student A) ’;,
Say the dialogue.
A: How'’s the weather in San Francisco today?
B: It's foggy.
A: What’s the high?
B: 1It’s §0 degrees.
A: What’s the low?
B: 1It’s 4S5  degrees.
A: Pardon me?
B: It’s 45 _degrees.
Ask your teacher for weather information of 1. San Francisco

2. Chicago
Write answers in the box Lelow.

Ask Partner B for the missing weather information of other cities.

P

City High Low Heather

Chicago - -

Dallas - -

Los Angeles 10 55 8sunny

Miami - -

New York City 40 28 raining
San Diego - -

san Francisco - -

Seattle 40 30 windy

Washington D.C.




The Weather
(Student B)

Say the dialogue.

A: How's the weather in San Francisco today?
B: 1It’s foggy.

A: What’s the high?

B: It’s 60 degrees.

A: What’s the low?

B: It’'s 45 degrees.

A: Pardon me?

B: 1It’s 45 degrees.

Ask your teacher for weather information of

Write answers in the box below.

l. San Francisco
2. Chicago

Ask Partner A for the missing information of other cities.

d r

City High Low
Chicago - -
Dallas 56 37
Los Angeles - -
Miami 5 $0
New York City —_ —_
San Diego 72 64
san Francisco - .
Seattle - -
Washington D.C. 44 32

cloudy

sunny

warm

windv

A




UNIT 8:

WHAT'S THE MATTER?

Match words to pictures.

7.

8.

a headache

a stomachache

a backache

a toothache

an earache

a sore throat

a cold

a fever

31




Listening 1 - Listen to the dialogues and circle what you hear.

Listening 2 - Listen to the dialogues and

1. a. I have
I have

c. I have

2. a. I have
b. I have

c. I have

3. a. I have
b. I have

c¢. I have

oo [

oo

cold.
fever.
sore throat.

stomacheache.
fever.
headache.

toothache.
cold.
sore throat.

4.

circle what you hear.

I have
I have
I have

I have
I have
I have

I have
I have
I have

a backache.
an earache.
a headache.

a sore throat.
a backache.
a headache.

an earache.
a backache.
a toothache.




Say the dialogue. :

A: How are you?

B: Not so good. I'm sick.
A: What'’s the matter?

B: I have a headache.

A: That’s too bad. I hope you feel better soon.

Write and then practice the above dialogue with a partner.
Substitute the above underlined word with words below.




UNIT 9: PERSONAL INFORMATION 3

Country

.

I’'m from .

T

| .

1. The United States American English

2. China Chinese

3. E1 Salvador Spanish

4. Japan Japanese

5. Mexico

6. The Philippines Tagalog and
. English

7. Puerto Rico Puerto Rican

8. Viet Nam Vietnamese

S

Word List
Japanese q/(hmerican
Spanish Chinese
Vietnamese Mexican

%J

Filipino
Salvadoran

Spanish




Nationality / Country / Language

Answer the following questions for each country. Write your
answers below each country:

1. Wwhat is your nationality?
2. Where are you from?
3. What language or languages do you speak?

1. —L'é‘ 2.

-+
/Co

I am Mexican.

Im from México.
I s',petk {nm’sé.

TUNITED

VIETNAM




Say the dialogue.

36
A: Excuse me. Where are you from? '
B: I'm from China. ‘ 5
A: What'’s your nationality?
B: I'm Chinese. d
A: What language do you speak? - °

B: I speak Chinese and a little English

A: Did you say Chinese and English?

B: That’s right.

A: OK. 1Initial here, please.

Ask your teacher and classmates the questions given below.

Student 1 Student 2

1. Where are you
from?

wWhat'’s your
nationality?

wWhat languages
do you speak?

4. 1Initials

(g
e s
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Say the dialogue.

s
. 1ti3v3irsi3i3teigrar|

A: When were you born?

A: Where were you born?

Write your date of birth.

Date of Birth (DOB)

month day year

Birthdate

month day year

Write your birthdate with numbers.

Date of Birth (DOB) - -
month day year

Birthdate - -
month day year

Write your birthplace.

Place of Birth

Birthplace

[~
e




Fill out the form.

Date
Last Name First Name
Address
City _ State Zip Code
Telephone ()
Birthdate
Birthplace

Interview another student and write down the information.

Date
Last Name First Name
Address
City State Zip Code
Telephone ()
Birthdate
Birthplace

38




Vocabulary: single divorced

married widowed

Dialogue 1
‘At Are you single?

‘B: Yes, I an.

Dialogue 2
A: Are you married?

B: No, I'm not. I'm divorced.

Dialogue 3

A: What is your marital status?

B: I'm widowed.
A: Since when?

B: Since 1982.

Match pictures to sentences.

1. I'm divorced.

2. I'm single.

3. I'm married.

4. I'm widowed.

4




Say the dialogue.

A: Where do you work? MQIUNG

B: I work at Ace Mailing.

A: What do you do at Ace Mailing?
B: I'ma majll clerk.

Ask your classmates what they do at Ace Mailing.

Student 1 Student 2

Student 3

What do you do
at Ace Mailing?

Fill out the form below.

PERSONAL INFORMATION

Plecse Print

NAME

LAST FIRST

| TeLePHONE NO.

ADDREES

SOC.SEC. NO.

PLACE OF WORK

§ JOB TITLE

SIGNATURE

DATE

|

(R

40




Say the dialogue.

)
(Student A)

A: Where does George work?

B: He works at Ace Mailing.

A: What does he do there?

B: He'’s the Account Executive.

A: He’s the what?

B: He'’'s the Account Executive.

Ask your teacher for the job title of
Write the information on the business card below.

1. George

Ask Partner B for the job titles of the other two people.

2757 16TH STREET
SAN FRANCISCO,
CALIFORNIA

94103-4293

415-863-4223
415-863-8265 FAX

George Hamilton

ﬂ -MALLING

2757 16TH STREET
SAN FRANCISCO,
CALIFORNIA

94103-4293

415-863-4223
415-863-8265 FAX

Gwen Kaplan

&y

“ U_MAILLING

<

2757 16TH STREET
SAN FRANCISCO.
CALIFORNIA
94103-4293

415-863-4223
FAX 415-863-8265

ONY RIVERA
Production
Manager

“ I|l.MﬂlLlN(3]|

41
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tles
(Student B)

Say the dialogue.

A: Where does George work?
B: He works at Ace Mailing.
A: What does he do there?

B: He’s the Account Execytive.
A: He’s the what?

B: He’s the Account Executive.

Ask your teacher for the job title of 1. George
Write the information on the business card beiow.

Ask Partner A for the job titles of the other two people.

2757 16TH STREET
SAN FRANCISCO.

2757 16TH STREET
SAN FRANCISCO,

2757 16TH STREET

CALIFORNIA CALIFORNIA SAN FRANCISCO.
) CALIFORNIA
94103-4293 94103-4293 $4103-2293
415-863-4223 415-863-4223 415-863-4223
415-863-8265 FAX 415-863-8265 FAX x-vl:.x 415-863-8265
George Hamilton Gwen Kaplan TONY RIVERA
NGt

( Owner )

()

o7

“ -MALLING “ -MALLING
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Perscnal Information

Make questions for the pictures below. Ask your teacher for help
if you don’t know. Then ask a partner the questions.

Example: A: What is your name?
B: My name is .

o )
i

cOC\A L SECURITY
560-76-2323

L1 -

s
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Interview your classmates and write down the answers. Ask for
repetition or clarification if necessary.

Excuse me? Pardon me?
Repetition:

What did you say? Could you repeat that?
Clarification: D-I-A-2? Did you say D-I-A-27?

Questions Student A student B

R

What/name?

Where/from?

Where/live?

What/telephone?

When/born?

R

What/marital status?

What/do?

Signature




PERSONAL INFORMATION] |

Fill out the form. Please Print.

Name:
First Middle Last
Address:
Number Street Apartment Number
City State Zip Code

Telephone Number:

Social Security Number:

Sex: _Male _ Female Marital Status: _Single _. Married

Date Of Birth;

Month Day Year

Place of Birth:

Signature Date

)]
()
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ABCDEFGHT
TKLMNOPQR
STUVWXYZ
L

ab c d 1(‘“ g hi
jklmnopgr
S 4 UV WX y Z

3 can

12345678910
o - ‘) 2 — - (3 ) .
G




TRACE AND COPY THE ALPHABET.

A A

BB

CC

DD

L/

N N

OO0

P

Q-

R

S O

T

UU

VYV

WW

X X

Y Y




FILL IN THE MISSING LETTERS.

. A B C D
J K __ M
T U Vv

2. A _ C D
J __ L M
S T __ V

EF

N __

|

|

|
O

|

A

64




ERIC

TRACE AND COPY THE ALPHABET.

aqa

b

CC

d ¢

N N

50




WRITE THE ALPHABET.

Q - —_—

MATCH THE LETTERS. DRAW A LINE.

G ™M >» O O I ©w T
-~ > 0 @ O 0O

cCz s PR <ZEX
s J

g 3 <

51
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REVIEW:

THE NUMBERS

SAY AND WRITE THE NUMBERS.

52

2

3

0

- .

6

-/

1O

|12

13

e

15

16

|7

18

19

20

2|

22

23

24

25

26

27

28

29

3

32

33

34

35

36

37

38

39

L2

43

L

15

46

47

48

L9

50

5l

52

53

54

55

56

57

58

59

60

67




Write the numbers:

szl | | [ze] 1s¢] 20|
| l23] Jae| | | lagl
37 (321 [ I lsel | | 1| |
47 |4¢] | 5o |

Write the ODD numbers:

/! 3 £ i /7
21 23 29 35 39

Write the EVEN numbers:

2 4 06 /72 20
- 24 28 34 o

LISTENING | LISTENING 2

Listen and write the numbers:’ Listen and write the numbers.

n 4 P a 45 P

B) __ G) _____ B) __ G) ____

c) H) _____ c) H)

D) 1) D) I
ERIC —— Do— D s - S —




Listen and write the numbers you hear:

Listening 1 What's the docket number?
a. d.
b. e
C. £.

a. d.
b. e
C., f.

a d.
b. e.
C. f.
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Numbers

55

Cardinal Numbers

1 one

2 two

3 three

4 four

5 five

6 six

7 seven

8 eight

9 nine
10 ten
11 eleven
12 twelve
13 thirteen
14 fourteen
15 fifteen
16 sixteen
17 seventeen
18 eighteen
19 rineteen
20 twenty

21 twenty-one 1,
10,
100,
1,000,

22 twenty-two
23 twenty-three
24 twenty-four
25 twenty-five

26
27
28
29
30
40
50
60
70
80
80
100
200
300
400
500
600
700
800
800
000
000
000
000

twenty-six
twenty-seven.
twenty-eight
fyenty-nine
thirty

forty

fifty

sixty

seventy
eighty

ninety

one hundred
two hundred
three hundred
four hundred
five hundred
six hundred
seven hundred
eight hundred
nine hundred
one thousand
ten thousand

one hundred thousand

one million

Ordinal Numbers
first (1st)

second (2nd)

third (3rd)

fourth (4th)

fifth (5th)

sixth (6th)

seventh (7th)
eighth (8th)

ninth (9th)

tenth (10th)
eleventh (11th)
twelfth (12th)
thirteenth (13th)
fourteenth (14th)
fifteenth (15th)
sixteenth (16th)
seventeenth (17th)
eighteenth (18th)
nineteenth (19th)
twentieth (20th)
twenty-first (21st)
twenty-second (22nd)
twenth-third (23rd)
twenty-fourth (24th)
twenty-fith (25th)

(U

twenty-sixth (26th)
twenty-seventh (27th)
twenty-eighth (28th)
twenty-ninth (29th)
thirtieth (30)
fortieth

fiftieth

sixtieth ’
seventieth

eightieth

nintieth

one hundredth

one thousandth
one miliionth
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WRITING-page 4

UNIT 2: GREETINGS

Fill in the missing verbs and their contracted forms.

1.
2.
3.
4.
5.
6.

I am tired.
You are sick.
She is sleepy.
He is thirsty.
I am hungry.
You are busy.

LISTENING-page 9

1.
2.
3.
4.
5.

1:08
1:58
3:22
It’s 5:34.
It’s 9:19.

WRITING-page 10

1.
2.
3.
4.

1:30, 2:30
12:45, 9:00
3:00, 12:15
12:30, 6:00

LISTENING-page 11

I'm tired.
You’re sick.
She’s sleepy.
He’s thirsty.
I'm hungry.
You’re busy.

UNIT 3: TIME

6. The time is 4:54.
7. Did you say 2:04?
8. Did you say 6:21?
9. 1It’s 7:16.

10. The time is 8:05.

5. 8:45, 9:45
6. 12:15, 11:15
7. 7:00, 8:00
8. 11:45, 9:00

UNIT 4: TELEPHONE NUMBER

Exercise 1
a. 536-4202 d. 778-2056
b. 345-9752 e. 626-1139
c. 454-8976 f. 255-7509
Exercise 2
a. The number is 598-3257. d. 1It’s 755-7160.
b. You’ve reached 289-1882. e. You’ve reached 357-1922.
c. The number is 742-6243. f. Call 652-2785 now!
pot -




Exercise 3

a. You’ve reached 462-8069.

b. Call 566-7623 right

away'!

C. The new number is 681-4269.
d. Did you say 399-8257?

e. Did you say your number is 232-9861.

UNIT 5:

LISTENING-page 16
Exercise 1 |

1. My address is 665 State Street.

ADDRESS

2. My address is 83 East Avenue.

3. I live on 428 Pine Street.

4. I live on 1404 Spring Road.

5. I live on 129 Lake Avenue.
6. My address is 5206 Main Street.

Exercise 2

1. The address is 325 South Street.
2. Your address is 1290 Brook Avenue?

3. Did you say 351 Bay

4. Did you say your address is 5368 Grand Avenue?

Road?

5. I work at 7624 First Street.

6. It’s 504 River Road.

Exercise 3

1. Do you live on 742 Main Street?
2. Did you say 1149 Linden Avenue?

3. I work at 1760 Church Road.

4. I live on 1503 Oak Street.

5. Is it 1276 Penfield Road?

6. Do you live on 1876 Lake Avenue?

LISTENING-page 17

Exercise 1

a. 94131 d.
b. 94116 e.
c. 94108 £.

94120
94021
94616

73




Exercise 2

a. My zip is 94133. d. Did you say 901282
b. My zip is 95106 e. Is your zip 81035?
c. 1Is it 762037 f. Is it 100872
Exercise 3

a. The zip is 94121.

b. 1Is your zip 954127

c. Did you say 900042

d. The new zip code is 87422.

e. The zip code is 95133.

f. The zip of Ace Mailing is 94103.

UNIT 6: THE CALENDAR
WRITING-page 22

Fill in the missing days of the week:
Mon. Tues. Thurs. Fri.

Write the days of the week.

1. Mon. 5. Thurs.
2. Fri. 6. Thurs.
3. Wed. 7. PFri.
4. Mon. 8. Sat.

WRITING-page 23

rill in the missing months.

2, February 8. August
5. May 11. November
6. June 12. December

Write the months.

1. Nov. Sept.
2. Aug. June
3. Mar. Feb.

'w‘; r

[l ¢




WRITING-page 24

Exercise 1
1. August 2, 1991 8-2-91 4. August 18, 1991 8-18-91
2. August 7, 1991 8-7-91 5. August 27, 1991 8-27-91
3. August 15, 1991 8-15-91 6. August 31, 1991 8-31-91
Exercise 2

1. December 1, 1991 12-1-91 3. December 16, 1991 12-16-91
2. December 13, 1991 12-13-91 4. December 28, 1991 12-28-91

UNIT 7: THE WEATHER
WRITING-page 28

1. Seattle 4. San Diego 7. New York City
2. San Francisco 5. Dallas 8. Washington D.C.
3. Los Angeles €. Chicago 9. Miami

UNIT 8: WHAT'S THE MATTER?
LISTERING-page 32

ExXercise 1
1. A: what’s the matter? 3. A: What’s wrong?

B: I have a headache. B: I have a sore throat.
2. A: What'’s wrong? 4. A: What’s the matter?

B: I have a cold. B: I have a fever.
Exercise 2

1. A: What’s the matter, Anna?
B: I have a fever.
A: Oh no!

¢ What’s the matter, Chris?
B: I’'m sick. I have a stomachache.
¢ I hope you feel better soon.

3. A: What’'s wrong, Miguel?
¢ 1 have a sore throat.
A: That’s too bad. I hope you feel better soon.




What’s wrong, Maria?

B: I feel terrible.

I have a big headache.
I hope you feel-better soon.

A: What'’s the matter, Georgé?r“” -
I have a backache.
I hope you feel better soon.

B: I feel terrible.
A: That’s too bad.

¢ What'’s wrong, Ana?
B: I have a toothache and an earache.
¢ ©Ch no! I hope you feel better soon.

WRITING-page 33

1.
2.
3.

She has a cold.
She has a fever.
He has a headache.

UNIT

WRITING-page 34

1.
2.
3.
4.

American
Chinese
Salvadoran
Japanese

WRITING-page 35

1.

I'm Mexican.
I'm from Mexico.
I speak Spanish.

I’'m Chinese.
I'm from China.
I speak Chinese.

I’'m Puerto Rican.
I'm from Puerto Rico.
I speak Spanish.

6.
7.
8.

4. She has a sore throat
5. He has a stomachache.
6. She has a backache.

PERSONAL INFORMATION

Mexican, Spanish
Filipino

Spanish
Vietnamese

4, I'm American.
I'm from the United States.
I speak English.

5. I'm Vietnamese.
I'm from Vietnam.
I speak Vietnamese.

60 -




WRITING-page 43

1.
2.
3.
4.
5.
6.
7.
8.
9.

What is your
what is your
Where do you
What is your
What is your

name?

address?

live?

telephone number?
social security number?

Where are you from? / Where were you born?

When were you born?

What is your marital status? / Are you married?
What do you do?

LISTENING-page 53

Exercise 1

a. 4 £f.
b. 7 g.
c. 2 h.
d. 5 i.
e. 9 je.
Exercise 2

a. 15 £.
b. 11 g.
c. 17 h.
d. 18 i.
e. 16 j.

LISTENING-page 54

Exercise 1

a. 405AF d.
b. 344FK e.
c. 780EJ £.
Exercise 2

a. 4032F d.
b. 5872H e.
c. 8093B f.

REVIEW: THE NUMBERS

I have 8 envelopes.
Miguel has 1 label.
Ana has 10 stamps.
They have 6 bundles.
George has 3 boxes.

George has 17 stamps.
Maria has 13 boxes.

I have 12 bundles.
She has 14 envelopes.
He has 19 labels.

506DG
200DH
541JD

6709G
4230D
8002C

in

single?




LISTENING 3

a. 00432F-0034 d. 00015G-0028
b. 05973D-0134 e. 02490C-0231
c. €0763D-0078 £. 012973-0346
N
‘5
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MODULE 2

Stuff it,
Seal it,
Sort it, &
Send it.

Career Resources Development Center
o 655 Geary Street
ERIC San Francisco, CA 94102
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INTRODUCTION
Project EXCEL is conducted under the National Workplace Literacy
Program of the U.S. Department of Education. It is administered by

the Career Resources Development Center (CRDC) in partnership with
Ace Mailing, Inc.

Project EXCEL focuses on literacy and basic skills training with
emphasis on the workplace culture for limited English proficient
(LEP) workers. Our goal is to assist these workers in retaining
employment, increasing productivity and advancing their careers.

CRDC

CRDC is a 25 year old, non-profit, community based employment
training agency located in San Francisco and Oakland. CRDC has
trained over 3,500 ethnic minorities and women as office clerks,
bank tellers, cooks, fcod service and housekeeping workers,
janitors and office automation specialists.

CRDC’s training programs focus on LEP workers because they comprise
the vast majority of the workforce at Ace Mailing, Inc. CRDC
recognizes that nearly 90% of California’s labor pool will come
from Hispanic and Asian communities, half of them immigrants.
Local labor force is increasingly low-skilled and limited English
proficient, while, simultaneously, industry is demanding a more
literate and skilled workforce.

Ace Mailing, Inc.

Ace Mailing, Inc. is a direct marketing company which has been in
operation for 12 years. The company employs 43 full-time employees
and a4 large pool of part-time and temporary workers. It has made
a special effort to hire and promote economically disadvantaged
people and LEP workers. Over 90% of its production workers are
Hispanic and Filipino.

Ace Mailing, Inc. is recognized as one of the top small businesses
in the state of California. The company President,

Ms. Gwen Kaplan, is the recipient of this year’s "Excellence In
Business" award from the S.F. Chamber of Commerce. She was also
awarded "the Small Business of the Year" by the California Small
Business Administration. Ms. Kaplan is the president of San
Francisco’s 3mall Business Commission.

As the company grows, it demands a more sophisticated and skilled
workforce so that productivity can be maximized. At Ace Mailing,
this translates intc the workers’ ability to read and understand
work orders, and to perform the tasks independently. Encouraging
the workers to actively participate at the workplace is also a goal
of the company. Both management and employees agree the ability to
communicate in the English language is the key to enhancing
performance.




Curriculum Designed for Ace Mailing, Inc.

The curriculum for Ace Mailing, Inc. is designed by a team of
experienced educators from CRDC. The team met with the
management, supervisors and workers to conduct needs assessments
at the workplace. The team also conducted observations and
participatory work to identify specific job and communicative
skills required at Ace Mailing, Inc. From these assessments,
CRDC was able to design a curriculum to facilitate better
communication between workers and management, and to enable

workers to understand written work orders as well as follow oral
instructions.

Project EXCEL's staff worked closely with management and workers
at Ace Mailing, Inc. and received consistent feedback from the
Ace Mailing management and workers before the curriculum was
finalized. The curriculum consists of 3 modules. The goals and

objectives of each module are explained on the cover of the
modules.

EDUCATION PARTNER BUSINESS PARTNER

CRDC Ace Mailing, Inc.

655 Geary Street 2757 16th Street

san Francisco, C2 94102 san Francisco, CA 94103
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IEACHING GUIDE

A. Curriculum Design and Description

This Curriculum for Ace Mailing Module 2 was designed for use
with limited English proficient (LEP) employees who perform basic
job tasks by means of communication with bilingual supervisors in
their native language--Spanish. Consequently, the underlying
rationale of the curriculum is to develop the actual
communication skills an employee at Ace Mailing may need to
perform effectively and productively on the job. Based on this
rationale, the curriculum content is highly communicative and
solely work-related, with each topic landed on a meaningful,
workplace-centered context.

The skills required by the Ace Mailing LEP employees were
synthesized and analyzed from the literacy audit and task
analysis. The specific language competencies and functions were
then identified as indicating locations, taking instructions,
giving sequential instructions, and making requests, each
essentially a topic of a unit.

B. Lesson Format and Teaching Guide

In terms of learning activities, this curriculum covers all four
language skills--speaking, listening, reading and writing. Among
these skills, listening comprehension and speaking are the main
foci which are reinforced with basic reading and writing
activities. Prior to the activities, a few mini-dialogues along

with a list of vocabulary are presented to be focused on in each
unit.

1. Vocabulary

Vocabulary listed in each unit is suggested to be taught along
with the following dialogues or text of instructions rather than
to be taught in isolation. Pronunciation may be emphasized in
this section also.

Due to the fact that once an item (a word or expression) has been
introduced in a given lesson, it will generally not be re-entered
later, the teacher is encouraged to provide practice of items
from past lessons as they come up again in later liessons.

2, Dial ' Inst £
In this section, vocabulary is assimilated in a meaningful

context in the form of conversation or instructicn. Teachers are
encoursJed to first read or play the tape (more than once, if
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necessary) for students to simply listen, then explain difficult
words, expressions and usage as necessary.

A suggestion for the follow-up practice on the dialogue section
is role play between the teacher and students, between student

groups, then between individual students. Switch roles after
each role play.

3, Listeni

There are two types of listening activities in this curriculum.
One is listening then circling the correct
pictures/words/sentences. For this type of listening activity,
students may find it helpful to do the activity if its
instruction is well explained. Also, teachers may find it
helpful to conduct the listening activity more effectively and

efficiently if a how-to demonstration is given to class in
advance.

The other type of listening activity is dictation--a combination
of listening and writing. Teachers should read the task or play
the tape three times; the first time for students to listen only,
the second time to listen and write (to dictate), and the third

time to check the answers they wrote. Afterwards, correct answers
should be put on tihe board either by the teacher or students. A

follow-up activity may be role playing or reading the whole task
chorally and/or individually.

. Speaking (Talk/Li )

This speaking activity focuses on both speaking and listening.
Before the activity starts, each student should fold the paper
half along the dotted line in the center, and the teacher should
assign each student to be PERSON A or PERSON B. During the
activity, the student should look to only his/her side and listen
carefully when he/she sees Cg
Listen °

Students should practice this more than once with different
partners, then switch roles (from PERSON A to PERSON B or vise
versa) and practice a few times again with different partners.

Speaking

In Unit 1, there is a different form of speaking activity
which focuses on mastery of speech rather than meaningful
communication. Such a pattern practice requires students to
repeat a certain structure in order to master it;
nevertheless, “hey should understand the context in which
the targeted structure emerged by listening closely. For
example, in the speaking activity on page 5, students are
required to confirm a given instruction by repeating the
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preposition in it:

A: The heater is under the table.

B: Under the table?

A: Yes.
They have to listen carefully to the instruction to be able
to do so because each instruction has a different
preposition, even though repeating the preposition is the
only task in the activity.

5. Reading

Reading activities in this curriculum take on different forms,
some in the form of matching names with pictures or putting
pictures in the right order, and some checking comprehensive
questions based on the reading task. Teachers may repeat each
activity, asking students to cover the reading task and listen
only. Then read the task and elicit correct answers from

studente. Teachers may also assign reading activities as
homework.

6. Writi

For those writing activities with a list of sentences (on-the-job
instructions) to be filled in, teachers need to make sure that
students understand each one. They also need to be explained how
the activity should be done. 1If the writing activity is assigned
as homework, teachers may demonstrate how to f£ill in the first
blank with the class to assure that students fully understand how
to finish the activity.

The writing task in the last unit requires a response to the
given instruction. Again, teachers may go over the first one

with the class by eliciting possible answers from students after
explaining the instruction of the activity.




OBJECTIVES OF MODULE 2

This module is designed to develop practical job communication
skills to enable an employee to perform responsibly and
productively on the job. The lessons emphasize how to avoid
misunderstandings by learning to listen to instructions, confirm
them, or ask for clarifications when necessary. They also make
the employee familiar with many of the key aspects of
instructions-- location. sequence of events, action words etc.
Finally, employees learn polite or typical manners of speech for
making requests and confirming/giving instructions.

The material in this module has been designed for students at the
low beginning/intermediate level (ESL 100 level).

The specific objectives of this module are:
1. Asking for locations.

2. Confirming given locations.

3. Taking and giving instructions.

4. Giving sequential instructions.

5. Making polite requests.
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UNIT 1: ASKING FOR LOCATIONS

Vocabulary: on top of at the bottom of
. to the left of to the right of
under between
next to behind .
across from over there 1
telephone box -
stapler scisscrs
envelope basket
pen pencil. .
label . . label machine
dolly L move
again : put.
DIALOGUES .
ue I. Where’ ?

A: Where is the phone?

B: It is on top of the box.

A: Where’'s my stapler?

B: It’'s at the bottom of the basket.

Dialogue II. Where are the envelopes? | 3\

A: Where are the envelopes? ;
B: They are to the left of the phone. ﬁ
A: And where are the books?

B: Over there. They’re between the box and basket.




LISTENING 2

You are A. Read the question, listen to your teacher, then check
the correct answer.

1.

A: Where is my stapler?
B: .

a.

A: Where is my pen?

B: .

a. Y i c. -
9 m— W

At Where should I put the labels?

D.F-_iﬂ
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Now you are B. Listen to your teacher (A) and check the answer.

6. A: Move the box over there please.
B: Where?
A:

a. |

7. A: Put the basket there.
B: There?
¢ Right,

8. A: Put envelopes between the basket and box.
B: Could you say that again?

9. A: Please put the chair behind the label machine.
B: Could you repeat it?
A

10. A: Move the basket to the left of the box.
B: Here?
A: Yes, .

v @




READING

Look at the picture and check the correct answer for each
gquestion.

1. Where are the labels?

a) They are on the boxes.
b) They are next tc the envelopes.
c) They are under the phone.

2. Where is the dolly?

a) It is between the table and machine.
b) It is across from the machine.
c) It is behind the machine.

3. Did you see my scissors?

a) They'’'re to the left of the stapler.
b) They’re to the right of the phone.
c) They'’'re behind the stapler.

4. A: Put the box over there.
: Where?

a) Under the table.
b) On the table.
c) Across from the table.

5. A: Move the machine here, please.
: Here?
: Right, .

a) Behind the chairs.
b) Between the chairs.
c) Across from the chairs.




UNIT 2: CONFIRMING GIVEN LOCATIONS

Useful Expressions:

Could you say that again? Excuse me?
Could you repeat it? Pardon me?
Did you say ...?

DIALOGUES
Dialogue I. On the box?
A: Where’s my pen?

B: It’s on the box.

A: On the box?

B: Yes.

: Where are the baskets?
B: Over there, across from the label machine.
A: Did you say across from the label machine?
B: Right.

\

SPEAKING

You are B. Listen to your teacher (A) and confirm the location,
following the example.

EXAMPLE 1--A: The heater is under the table.
B: Under the table?
A: Yes.

Tony is over there.
?

s o0 oo

Yes.

W
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A: The envelopes are next to the machine.
B: ?
A: Yes.
A: The labels are on top of the boxes.
B: ?
A: Right.
A: The stapler is to the left of the phone.
B: ?
A: Yes.
A: The dolly is behind the label machine.
B: ?
A: Right.
EXAMPLE 2-~A: Move the boxes to the right of the dolly.
B: Did you say to the right of the dolly?
A: Yes.
A: Move that box to the left of the machine.
. ?
: Yes.
: Put books next to the label machine.
. ?
A: Yes.
: Put envelopes in the basket.
: ?
A: Right.
A: Put 50 labels in the machine.
B: ?
A: Right.
A: Move the machine to the door please.
B: ?
A: Right.

w
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EXAMPLE 3--~-A: The chairs are between the tables.
B: Could you say that again?
A: Between the tables.

The basket is between the envelopes.
?

Between the envelopes.

The envelopes are at the bottom of the box.
?

At the bottom of the box.

Put envelopes to the right of the machine.
?

To the right of the machine.

Put boxes under the table please.
?

: Under the table.

Example 4--A: The telephone is on the box.
B: Could you repeat it?
C: The telephone is on the box.

Move the machine between the chairs.
?
Move the machine between the chairs.

Where'’s my stapler?
?
Have you seen my stapler?

Put envelopes between the box and the machine.
2 :

Between the box and the machine.

Please move the labels on the table.
?

Move the labels on the table, please.




UNIT 3: GIVING DIRECTIONS

DIALOGUES

Dialogue I. Move the dolly to the label machine.

¢ Move the dolly to the label machine.
Could you say that again?

: Move the dolly to that machine.

B: OK.

Dialoque Ii. Put 50 envelopés on the table.

A: Put 50 envelopes on the table.
B: Where are the envelopes?

A: They’'re next to the machine.
B: Did you say 50 envelopes?

A: Yes.

B: OK.

BPEAKING (Talk/Listen)

Find a partner and practice the following conversations. Fold
the paper along the dotted line and look at your column only.

L
1

PERSON A | PERSON B , |
. | ‘
1. Where is my stapler? | | 1. thim
Cg , ' It’s between the
Uisien | envelopes and labels.
Could you say that again? | quﬁm
| Between the envelopes
Gguﬁﬂ and labels.

OK. Thank you.




1
2. @w | 2. Did you see my stapler?
Yes, it'’s over there. | @w
@ Uo'w\. | - Where?
To the left of the phone. | @;_g_m
@W | To the left of the phone?
Right. | Q..
| Thank you.
-1
WRITING

Make sentences following the example.

EXAMPLE 1--Put the books @ ;

(Your sentence) Put the books next to the box.

EXAMPLE 2--The paper is @

(Your sentence) The paper is under the telephone.

1. Put the stapler &&=, 4. The pen is

-8

w g 3
‘“
3. Move the chair

3s - P
- ~

2. Put the mail

(s
<)
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UNIT 4: TAKING INSTRUCTIONS

Vocabulary: stack turn on/turn off
light according to
sort seal
pardon understand
(P.0O.) sack bag
postage bundle
heater light

INSTRUCTIONS

1. Stack books next to the label machine.

envelopes on the table.

boxes betwee

2. Turn on the machine.
off heater
light(s)

n baskets and sacks.

3. Sort mail according to zip code.
state
country
postage

4. Put the paper in an envelope.

10 envelopes a bundle.

14 Dbooks basket

5 (bundles) box
bag
sack

5. Seal it.
the envelope
the box

9%
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DIALOGURS

Di e i ig?

Tony: Stack envelopes next to the label machine.
Jose: Like this?

Tony: Right. Then, turn on the machine.

Jose: Pardon?

Tony: Turn on the machine. Like this.

Jose: OK.

Dialogue II. I'm soriv, I don't understand.

A: Sort envelopes according to zip code.

B: I’‘m sorry, I don’t understand.

A: Put zip code 941-- in this basket. Put other zip codes in
that basket.

B: I see.

Di e I1]. 2

A: Put 15 envelopes in a bundle.

B: 15 or 50?2

A: 15. Then put 6 bundles in a P.O. sack.
B: Did you say 6?

A: Yes.
B: OK. . —
S B
)




LISTENING 12

Listen to your teacher, then check the correct answer.

3

‘V‘\\llu. 6

ERIC

Full Tt Provided by ERIC.




READING (Read and Match)

13

Read each instruction and match it with the appropriate picture.

1.

Seal envelopes.

7, ~
(4 ~
U ETERY N

Put the paper in an envelope.

Stack envelopes between bags
and boxes.

Turn on the light.

Sort mail according to postage.

Put 8 books in a bundle.

Stack paper next to the machine.

=
(e
C )




SPEAKING (Talk/Listen)

Find a partner and practice the following conversations. Fold
the paper along the dotted line and look at your column only.

14

1.

PERSON A

Stack books on the table.

Q

Stack books on the table.

Qi

PERSON B

1. @umn

Pardon?

Q.

OK.

2.

Put 7 books in a bundle.

@ Usten

| 2. Gngm

| Did you say 7?2

Yes. And stack the bundles | G;
Listen

next to the bags.

R e

Stack the bundles next to the

bags.

@ Usten

Could you say it
again?

Q.
OK.

101
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WRITING

The instructions in the box are not in order. Read the following

dialogues and £ill in the appropriate instructions from the box.
Use each sentence only once.

Put paper in an envelope.

Put 4 bundles in a sack.

Put 16 envelopes in a bundle.

seal it.

Stack envelopes next to the basket.
Turn on the label machine.

1. a2 Stack Lhvelopes noxt to the baséer-.
B: Like this? :

A: Right, and
B: OK.

B: Next to the basket?
A: Right.

B: Could you say it again?
A: Turn on the label machine.
B: OK.

B: 16 or 60?

A: 16.

B: OK.

A: Then

B: Did you say 4 bundles?

A: Yes. Ww




16
LISTENING

Listen to your teacher and £ill in the blanks.

1. Tony, are the envelopes?

2. They are the and the .

3. I'm I understand.

4. Over .

5. Please the paper in an envelope and it.
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UNIT 5: GIVING SEQUENTIAL INSTRUCTIONS

Vocabulary: first then after
tie/tied insert sticker
finally sort statement

INSTRUCTIONS
A.

l. First, stack some books next to the label machine.
2. Check the machine and labels, then turn on the machine.

3. And then check the label on the book.

4. After the books come out of the machine, sort the books
according to state and zip.

6. Then, put 10 books in a bundle and tie them up‘with the
machine like this.

7. Then put 3 bundles in a P.O. sack.

B . : .
1. First, insert a statement and seal the envelope.

2. Then, tie 11 envelopes in & bundle and then éut a sticker on

each bundle.

3. Finally, put bundles in P.O. bags.

104




LISTENING 18

Look at the pictures and listen to your teacher. Then mark the
pictures in the right order.

A.

_ |

\

ON

e WL

165




READING ' 19

First, look at the pictures, then, read the instructions, and
then mark the instructions in a right order.

1. First, stack envelopes next to the label machine.
2. Then, check the machine and turn it en.
. After the envelopes come out of the machine, sort them
according to zip code.
4. Then put 15 envelopes in a bundle and tie them up.
5. And then put the bundles in the basket.

After ycu mark the pictures, cover the instructions and look at the
pictures only, then give instructions according to the right order.

-
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WRITING -

The instructions in the box are not in order. Read the following

dialogue and fill in the appropriate instructions from the box.
Use each sentence only once.

And then put a sticker on each bundle
insert a statement and seal the envelope
Stack envelopes on top of the table

then tie 15 envelopes in a bundle

put the basket next to the envelopes

A: O foes on 7o 4 4
B: Over there?

A: Yes, then

B: Did you say next to the envelopes?

A: Right. Now,

B: Like this?

A: Yes,

B: 15 or 507?
A: 15.

B: OK.

167
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LISTENING
Listen to your teacher and £fill-in the blanks.
A.
1. some books the label machine.
2. the machine, turn it .
3. the books come out of the machine, the
booke according .
4. ¢ put books in a bundle and
them with the machine like this.
B.
1. envelopes the table.
2. a statement and the envelope.
3. Then the envelope in the .
4. then, the mail according to .
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UNIT 6: MAKING POLITE REQUESTS

Vocabulary: could may
bring take
no problem meter machine

GETTING READY

Do you sometimes need to ask people to do something for you?
Do people sometimes ask you to do something for them?
Why is it important to make polite requests?

DIALOGUES
ogue ould ease j e envelopes?

A: Excuse me, Tony.
B: Yes?
A: Could you please bring me some envelopes?
B: Where are they? —
A: They'’re next to the table.
B: OK.
A: Thanks.

e I1I. G I move the meter machi over there, please?

A: Excuse me, could I move the
meter machine over there, please?

B: Where? :

A: There, between the boxes.

B: OK.

A: Thank you.
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Dialogue III. May I come in? May I
' come in? ROOM

A: May I come in? \\‘ 10
B: Yes.
A: Could I take out some chairs? .

¢ How many? \\\l~ J;D
A: Three. ?
B: No problem
A: Thank you.

LISTENING

Listen to your teacher and f£ill in the blanks.

1. me, you come here?
2. you me some green stickers?
3. How ?

4. OK, problem. /”’*-

5. you please out the sacks?
6. I turn off the heater?
7. you.

1:i6




READING

Read the conversation and answer the questions below.

Tony: Excuse me, Maria. Could you please bring me some
envelopes?

Maria: Pardon?

Tony: Could you bring me some envelopes?

Maria: Oh, where are they?

Tony: They are next to the basket.

Maria: Did you say next to the basket?

Tony: Right.

Maria: OK. How many?

Tony: 30.

Maria: 13 or 30?

Tony: 30.

Maria: OK, no problem.

Tony: Thank you.

Check YES or NO.

1. Tony needs some envelopes.

2. Maria asks Tony to bring her envelopes.
3. The envelopes are to the right of the basket.
4. Tony tells Maria how many envelopes two times.

5. Maria brings Tony 30 envelopes.

WRITING

You need to ask people to do something for you. Make polite
requests.

1. You need Maria to bring you 5 P.O. sacks.

2. You want to open the door.




3. You want to move the machine.

25

4. You want to take 2 chairs.

5. You need Tony to come here.

6. You need some labels.

SPEAKING(Talk/Listen)

Find a partner and practice the following conversations.

Fold

the paper along the dotted line and look at your column only.

PERSON A

1. Excuse me.

Could you move the machine
over there?

Q

e e e bm b e — —— —— e

PERSON B

Qo

Yes?

Qe

No problem.

2. Tony, may I take out the bags?

Qi

e e o —— v

2. Q

OK, no problem.




LISTENING

Listen and circle the sentences you hear.

1. a)
b)
c)

Could you bring me some stickers?
Do you have some stickers?
I need some stickers.

OK'
No problem.
Right.

Do you have some chairs?
Can I take some chairs?
May I take some chairs?

Can you take out the boxes?
Could you teake out the boxes?
Do you take out the boxes?

How much?
How many?
How are you?

Pardon?
Did you say 14?
14 or 402

lio
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UNIT 1: ASKING FOR LOCATIONS

LISTENING

1. It’s on the desk.

2. They’re on top of the box.

3. Yes, they’'re between the envelopes.

4.
5.

6.
7.
8.
9.

It’s over there.
Put them next to that machine.

Over there, under that table.

Across from the table.

Between the basket and box.

Put the chair behind the label machine.

10. to the left of the box.

READING

1.
2.
3.
4.
5.

They are next to the envelopes.

It is behind the machine.

They’re to the left of the stapler.
Across from the table.

Between the chairs.

SPEAKING

1.
2.
3.
4.
5.

1.
2.
3.
4.
5.

Over there?

Next to the machine?

On top of the boxes?

To the left of the phone?
Behind the label machine?

Did you say to the left of the machine?
Did you say next to the label machine?
Did you say in the basket?

Did you say 50 (labels) in the machine?
Did you say to the door?




UNIT 3: GIVING DIRECTIONS

WRITING -- P. 9

1. Put the stapler behind the scissorc.

2. Put the mail in the P.0O. sacks.

3. Move the chair between the label machipe.
4. The pen is on top of the envelopes.

5. The labels are under the table. .

UNIT 4: TAKING INSTRUCTIONS

LISTENING —- p. 12

1. Stack books on top of the table. (a)
2. Put envelopes in the box. (b)
3. Seal envelopes. (a)
4. Put 13 envelopes in the basket. (c)
5. Sort the mail according to zip code. (b)

6. Turn off the light. (a)

WRITING -- p. 15

1. Put paper in an envelope.
seal it.
2. Stack envelopes next to the basket.
3. Turn on the label machine.
4. Put 16 envelopes in a bundle.
put 4 bundles in a stack.

LISTEMING —- p. 16

1. Tony, where are the envelopes?

2. They are between the table and the baskets.

3. I'm gorry, I don’t understand.

4. Over there.

5. Please put the paper in an envelope and geal it.

lio
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UNIT 5: GIVING SEQUENTIAL INSTRUCTIOMS

LISTENING —- p. 18

A. First, stack envelopes next to the label machine.
Then, check labels.

And then, turn on the machine.

B. First, insert a (bank) statement in an envelope and seal it.
Then put the envelope in that basket.

After that, tie seven envelopes in a bundle and put a sticker
on each bundle.

Finally, put the bundles in P.O. bags.

117




FEADING -- p. 19

WRITING -- p. 20

1. Stack envelopes on top of the table.

2. Put the basket next to the envelopes.

3. Insert a statement and seal the envelope.
4. then tie 15 envelopes in a bundle.

5. And then put a sticker on each bundle.

LISTENING -- p. 21

A.

1. Stack some books pext to the label machine.

2. Check the machine, fhen turn it on.

3. After the books come out of the machine, gort the books
according to zip code.

4. Then, put 14 books in a bundle and tie them with the machine
like this.

B.

1. Stack envelopes gn the table.

2. Insert a statement and geal the envelope.

3. Then put the envelope in the basket.

4. And then, gort the mail according to gtate. -




UNIT 6: MAKING POLITE REQUESTS

LISTENING —-p. 23

1. Excuse me, could you come here?
2. Could you bring me some green stickers?
3. How many?
—~ 4. OK, no problem.
5. Could you please take out the sacks?
6. May I turn off the heater?
7. Thank you.

READING -- p. 24

1. Tony needs some envelopes. YES
2. Maria asks Tony to bring her envelopes. NO
3. The envelopes are to the right of the basket. NO
4. Tony tells Maria how many envelopes two times. YES
5. Maria brings Tony 30 envelopes. YES

LISTENING -- p. 26

1. A: Excuse me, Maria.
B: Yes?
A: 2 i o i 2 (c)
B: OK.

2. A: Excuse me, Tony.
B: Yes?
A: Where are the stickers?
B: On top of the table.
A: Could you bring me some?

B: No problem. (b)

3. A: May I take some chairs? (c)
B: OK. How many?
A: 3.
B: OK.

4. A: Excuse me, Jose. Could you come over here?
B: OK.

A: Could vou take out the boxes? (b)
B: No problem.




5. A: Tony, could you bring me some P.O. sacks?

B: How many? (b)
A: 5.
B: OK.
6. A: Excuse me, Maria. Could you bring me 14 envelopes?
: Did you say 142 (b)
A: Yes.
B: OK.
12v
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INTRODUCTIOR

‘Project EXCEL is conducted under the National Workplace Literacy
Program of the U.S. Department of Education. It is administered by

the Career Resources Development Center (CRDC) in partnership with
Ace Mailing, Inc.

Project EXCEL focuses on literacy and basic skills training with
emphasis on the workplace culture for limited English proficient
(LEP) workers. Our goal is to assist these workers in retaining
employment, increasing productivity and advancing their careers.

CRDC

CRDC is a 25 year old, non-profit, community based employment
training agency located in San Francisco and Oakland. CRDC has
trained over 3,500 ethnic minorities and women as office clerks,
bank tellers, cooks, food service and housekeeping workers,
janitors and office automation specialists.

CRDC’s training programs focus on LEP workers because they comprise
the vast majority of the workforce at Ace Mailing, Inc. CRDC
recognizes that nearly 90% of California’s labor pool will come
from Hispanic and Asian communities, half of them immigrants.
Local labor force is increasingly low-skilled and limited English
proficient, while, simultaneously, industry is demanding a more
literate and skilled workforce.

Ace Mailing, Inc.

Ace Mailing, Inc. is a direct marketing company which has been in
operation for 12 years. The company employs 43 full-time employees
and a large pool of part-time and temporary workers. It has made
a special effort to hire and promote economically disadvantaged
people and LEP workers. Over 90% of its production workers are
Hispanic and Filipino.

Ace Mailing, Inc. is recognized as one of the top small businesses
in the state of California. The company President,

Ms. Gwen Kaplan, is the recipient of this year’s “Excellence In
Business® award from the S.F. Chamber of Commerce. She was also
awarded "the Small Business of the Year" by the California Small
Business Administration. Ms. Kaplan is the president of San
Francisco’s Small Business Commission.

As the company grows, it demands a more sophisticated and skilled
workforce so that productivity can be maximized. At Ace Mailing,
this translates into the workers’ ability to read and understand
work orders, and to perform the tasks independently. Encouraging
the workers to actively participate at the workplace is also a goal
of the company. Both management and employees agree the ability to
communicate in the English language is the key to enhancing
performance.
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Curriculum Designed for Ace Mailing, Inc.

The curriculum for Ace Mailing, Inc. is designed by a team of
experienced educators from CRDC. The team met with the
management, supervisors and workers to conduct needs assessments
at the workplace. The team also conducted observations and
participatory work to identify specific job and communicative
skills required at Ace Mailing, Inc. From these assessments,
CRDC was able to design a curriculum to facilitate better
communication between workers and management, and to enable

workers to understand wrltten work orders as well as follow oral
instructions.

Project EXCEL‘’s staff worked closely with management and workers
at Ace Mailing, Inc. and received consistent feedback from the
Ace Mailing management and workers before the curriculum was
finalized. The curriculum consists of 3 modules. The goals and

objectives of each module are explained on the cover of the
modules.

EDUCATION PARTNER BUSINESS PARTNER

CRDC Ace Mailing, iInc.

655 Geary Street 2757 16th Street

san Francisco, CA 94102 san Francisco, CA 94103

Staff Personnel

Chui L. Tsang, Project Director Gwen Kaplan, President

Mabel Teng, Project Co-director George Hamilton, Account Executive
David Hemphill, External Evaluator Mitchel Darrow, Administrative Manager
Chris Shaw, Curriculum Developer Tony Revier, Production Manager
Pennie Lau, Counselor/Instructor

Stephanie Levin, Counselor/Instructor

Lisa~-Anne Lee, Student Intern

Denise McCarthy, Consultant

ii
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IEACHING GUIDE

A. Curriculum Design and Description

This module was designed for beginning-level ESL learners working
in the mailing industry. The curriculum aims to assist employees
at Ace Mailing in developing the English communication skills
necessary to perform job tasks more effectively. The specific
focus of this material is on the cultural and language skills which
improve employees ability to handle problems on the job, work
cooperatively with co-workers and supervisors, and understand and
communicate the importance of safety rules in the workplace.

To enhance language learning, each unit provides skill practice in
the four language skills (reading, writing, speaking and listening)
and develops these skills within a communicative framework through
role plays ard information gap pair and group activities.

B. Unit Features

1. Vocabulary Boxes

The vocabulary boxes at the beginning of each unit highlight
vocabulary which might be new to the language learners. These
vocabulary should be discussed using modeling and realia. The

vocabulary words are continually reinforced throughout the module.

2. _Getting Ready
This warm up activity affords learners the opportunity to discuss
problems/:.ssues which they have encountered on the job. The

majority of the Getting Ready activities address possible sources
of cross-cultural differences in expectations of appropriate
behavior in the workplace. Students should be allowed to examine
and discuss these issues from various cultural viewpoints. At the
same time, the instructor should point out those behaviors which
are deemed appropriate in the American workplace.

3. Jazz Chants
Jazz Chants are used to introduce the main language functions of a
section. They provide a 1lively format for pronunciation,

intonation and grammar practice. Ideally, the instructor should
model the chant a few times while going over the vocabulary,
grammar and functional content. The chant should be practlced
chorally at first. Variations include dividing the class in half
to practice the chants and finally, when students are comfortable
performing the chant they should be given the opportunity to refine

iii
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the chant through pair work practice. A listening activity

follows, which encourages learners to focus on discreet points of
the chant.

4. Useful Expressions

Each unit includes boxed useful expressions which are the targeted
language functions for the unit. The useful expressions usually

precede the reading activities and as such serve as further
vocabulary study.

Reading

The Reading passages, which follow a dialogue format, provide a
further context for the targeted language functions. After
reading the dialogues and answering the comprehension questions,
students should be encouraged to role play the dialogues for
further speaking practice.

5. Listeni

The listening activities which follow the reading sections, are
generally parts of conversations, which the learner must complete,
given a variety of choices. The tapes which accompany this unit
should be played several times to give all learners ample
opportunity to respond appropriately. On the first listening,
students should be encouraged to listen for the main ideas and
isolate some vocabulary words. The instructor should then elicit
vocabulary from the students and in this way try to reconstruct the
dialogues. Once students have a good idea of the content, they can

listen to the tape several times in order to choose the
appropriate answers.

6. Speaking

Finally, after students have had ample time to develop
understanding of the material, they should feel confident enough to
engage in free form oral activities. The speaking activities take

the form of Talk/Listen, a variety of free form role play and
information gap activities.

7. Writing Activiti

Writing activities are included in most of the units to provide
learners practice in writing complete, grammatical sentences using
the acquired structures.




OBJECTIVES OF MODULE 3

This module is designed to help employees develop communication
skills and strategies to improve job performance. The emphasis
is on problem solving and reporting problems. Students will
develop skill in identifying and reporting problems to
supervisors. They will be able to discuss work performance and
develop solutions to problems. Lastly, they will have a better
understanding along with the capability to identify and discuss
safety rules and regulations.

The material has been designed for students at the high
beginning/low intermediate level (ESL 100-200 levels).

The specific objectives of this module are:

1. Report typical problems students have at work.

2. Ask co-workers/supervisor for help in solving the problem.
3. Report work completion.

4. Ask for more work.

5. Ask if work is correct.

6. Ask for explanation of incorrect work.

7. Ask about safety rules.

8. Explain safety instructions.




UNIT 1: ASKING FOR HELP

Vocabulary: lift this/these
something sometime

GEITING READY

Look at the following questions. Do you sometimes have these
problems at work? If so, check YES. If not, check NO.

YES NO

1. You can‘t lift something.

2. You don‘t understand how to do something.

3. You can't find something.

4. You run out of something.

s
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JAZZ CHANT

Listen to the Jazz Chant and repeat it with your teacher.

Sure,
I can‘t 1lift these boxes. no problem.

Can you give me a hand?

Could you help me with this?
I don’t understand.

Can you help me?
Please help me.
Could you give me a hand?

Sure, no problem.
O0f course, I can!

LISTENING

Listen to your teacher and £ill in the blanks.

1. I lift these boxes.

2. you give me a ?

3. Can help me?

4. you help me with this?

5. help .

6. , ho problem.

7. Of course, .
1ov




UNIT: 2 USEFUL EXPRESSIONS

Useful Expressions:

don‘t know how to do this. Can you show me?
can’t find it/themn.

Can you give me a hand?
ran out of envelopes. Could you help me?
don’t have any more papers.

-

READING
Read the two dialogues and answer the questions on page 4.
Al2DAMA «.covevrvcncnsenssssnissnnssssassnns AL MiSSOUTT eueicnnasonsaemessassssassasenn
: Alaska AK
Maria: Tony, I don’t know how to ﬁmman&mn ........................ :g ywmn ....................................
do this. can you show me? A::th:nm .................................. AE NowHumpiie
CAlifOrNia cevecrecsrersasrsosessasearsaseed (é 2 gew i:r:xcy;
CANAL ZONE corncrecnssssasesssssnsonrarsed ew i
Tony: Sure, no problem. Put the Colorade New York ...
] 3 3 : C fcut (‘T North Caroling ....cecceiveenraenions NC
mail to Florida in this bag‘ |0 3T LT 1 1 O——— DE  North Dakota.....ccccessesseerermssnns ND
District of Columbia..ccceuuenieees 2(‘,1_ 8&{:}‘0'“
s . o ida .
Maria: I can’t find the mail for 259 GK  Qregon...
Florida. Guam.. ;  Pennsylvanis
Hawaii
1daho
Tony: Look for the letters FL. Hinois
That is Florida. Towa
Kansss...
N Kentucky
Maria: Oh, okay. I see. Thanks. LOUISiRNS el SRTROBL
Virgin Islands ..
Washington.
West Virginia...
Wise:
Wyoming......

(Later on .in the afternoon, another conversation.)

Maria: Tony, can you help me? I ran out of envelopes.
Tony: Sure, there are some over there. {Iranoutos
envelopes.,
Maria: Thanks. Also the bag is full now, but
I can’'t 1lift it. Can you give me a hand?

Tony: Sure, no problem.

o | '1
ERIC

Aruitoxt provided by Eic:

Qv
[N




Check YES or NO.
YES NO

1. All the letters to Florida go in one bag.
2. FL is Florida.

3. Maria can lift the bag. :
4. Tony cannot lift the bag.

5. Tony ran out of envelopes.

The state is usually abbreviated in an address, but how is each
state abbreviated? (see the chart on page 3)

1. 1st + 2nd Jetters 2. 1st + lagt letters 3. 1lst + tte
Alabama......AL Kentucky.....KY ' Alaska.......AK
california...CA Maine........ME Arizona......A%
Plorida......FL Maryland.....MD Missouri.....MO

Can you give some more examples?

4. If the name of a state is composed of 2 words, the abbreviation
is the first letter of each word. For example:

New YOrK.......NY South Carolina....ccc...8C
North Dakota...ND West Virginia...ccccee. WV
Rhode Island...RI District of Columbia....DC

Please give more examples of such abbreviations. ¥

ré.

Read the states on the left and match them with the abbreviations
on the right.

1. Washington MN 6. OR - Ohio

2. Hawaii co 7. MS . ) Oregon

3. Colorado X 8. MI ) Missouri
4. Texas HI 9. MO Michigan
5. Minnesota WA 10. OH Mississippi




LISTENING

Listen and circle the sentences you hear.

1. a) Can you help me?
b) Will you help me?
¢c) Could you help me?

2. a) Yes, I can.
b) No, I can‘t.
c) Yes, I will.

3. a) Sure, no problem.
b) There is a problem.
c) Yes, I will.

4. a) I don’t know how.
b) I don‘t have anymore.
c) I don‘t know where.

WRITING

These are your problems. Make a question for each
sentence below to ask for help. Number 1 is done for

you. (Review the dialogues on page 3 again if necessary.)

Can you

help me
12&5:‘

1. The box is very heavy for you.
Could you help me, please?

2. You can’t find the envelopes.

3. You don’t have any more papers.

4. You don’t know if you should put 6 or 10 in each bundle.




SPEAKING (Talk/Listen)

Find a partner and practice the following conversations. Fold the

paper along the dotted line. Look at your column only. A begins
speaking first and B listens.

PERSON A PERSON B

1. @ Listen

I don't understand.
Can you show me?

1. Put them in the bag.

@ Usten

Sure, do it like this. @
Usten

@: Listen

Okay, I see. Thanks.

2. I can't lift this. | 2. @
Can you give me a hand? | Usten
@w | Sure, no problem.
: ~
T;anks a lot. | @ m:m
Cwm l You're welcome.
T
3. | 3. I ran out of papers.
@:w | Ccan you help me?
Sure, no problem. I @ s
@ Thanks a lot.
Usten

I
You're welcome |
1




SPEAKING
Work with a partner. Write a short dialogue together, then
practice them in front of the class. Let’s write number 1
together.

These are your prcblems:

Dialogue 1 — You don‘t have any more mailing stickers.
Dialogue 2 — You don’t know how many to put in each bundle.
Dialogue 3 — You ran out of envelopes.
O
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UNIT 3: MORE PROBLEMS

Vocabulary: P.S. label Cheshire labels docket
typed upside down handwrite
old new take off

GETTING READY

Read the story and circle the correct answer.

Gloria gave Juan Carlos Cheshire labels for a mailing. Juan
Carlos checked the docket. The docket said to use P.S. labels.

Juan doesn’t know what to do. What should he do? Circle the
correct answver.

Cheshire labels P.S. labels

T

a) Use the Cheshire labels. ‘ ====

c) Explain the problem to Gloria.

READING

Read the following dialogue and answer the questions on page 9.

Jose: Maria, are you sure these are the right labels?
The docket says to use P.S. labels, not Cheshire.

Maria: Let me see. Hmm...you’'re right. Use the P.S.
labels.

Jose: And what about these labels that are upside down?
Should I take them off?

11001 “A°N °"A°N
P 393138 pug (1
Maria: No, put new ones on top of the old ones. YITWS ¥ ° IR
Jose: Can I handwrite them?
ias . ‘Mr. R. Smith
Maria: No, all labels must be typed S nd Street
Jose: Ok, thanks. N.¥. N.¥. 10011

IS e




Check TRUE or FALSE.
TRUE FALSE

1. The docket is correct.

2. Jose should use Cheshire labels.

3. Joe:z should take the wrong labels off.
4. The labels should be typed.

-ed
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UNIT 4: FINISHING WORK

GETTING READY
Read the story and circle the correct answer.

Maria worked hard all morning on a job her supervisor gave her.

She finished the job in the afternoon. Then she had nothing to do.
What should Maria do?

a) Take a break.
b) Wait for her supervisor to tell her what to do next.
c) Tell her superviscr she finished the job. '

JAZZ CHANT

Listen to the Jazz Chant and repeat it with your teacher.

I’m done.
I’'m done.
The job is finished!

I'm finished.
I'm finished.

The job is done!
I stuffed the envelopes,

and tied the bundles.
I put on the stickers,

and put them in the bags.
I’m done.

I'm finished.

I did my best.

What do you want me to do next?

Now, repeat the Jazz Chant again, changing I to We.

-y
o
C
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SPEAKING

Practice the following expressions used in reporting the job is
finished. :

Useful Expressions:

I finished stuffing the envelopes.
I completed my work.
We completed our work.

I'm all done.
We're all finished.

Everything is done.
finished.

LISTENING

Listen to your teacher and fill in the blanks.

1. done.

2. I'm .

3. I put the stickers.

4. I the envelopes.

5. I the bundles.

6. I my best.

7. do want me to do ?

et
)
{)




12
UNIT 5: ASKING FOR MORE WORK

Useful Expressions:
What do you want me to do now?

What should I do?

us next? 7

we do?

READING

Read the dialogue and answer the following questions.

Sonja: Bill, I finished my job.
Bill: vyou finished? Did you tie the bundies and put
mailing stickers on each one?
Sonja: Yes, I did that.
Bill: lGood, did you put all the bundles inAthe bags?
Sonja: Yes, and I put the bags near the door.
What should I do now?
Bill: You can help George stuff the envelopes next. Come
over here, and I'l1l show you how.
Sonja: OK.
Check YES or NO. YES RO
1. Sonja is done with her work. | L -
2. Sonja tied the bundles. - -
3. Bill put the bags near the door. - -
4. Bill wants George to help Sonja. - -
5. Sonja knows how to stuff the envelopes.

1490
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LISTENING

Listen and circle the sentences your hear.

1. a) I’m done.
b) I’m finished.
c) 1It’s completed.

2. a) What do you want me to do?
b) What do you want us to do?
c) What do you want him to do?

3. a) What should I do now?
b) What can I do now?
c) What should we do now?

4. a) I tied the bundles.
b) I put them in bundles.
c¢) I put the bundles in the bag.

DICTATION

Listen to your teacher and write down what she or he says.

Pard
[Cei
=
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WRITING

\ Read the following situations and write what you will say to your
supervisor.

1. You finished stuffing the envelopes.

2. You don’'t know what to do next.

3. You and Maria are done with the job.

SPEAKING

Read the story and write a dialogue about the story. Work with a
partner. When you are finished, practice it in front of the class.

Jose and Miguel are working together on a job. Jose is operating
the sorting machine and Miguel is putting the envelopes in bundles
and tying them with the Bunn Tyer. They are finished and they want
their supervisor to tell them what to do next. The supervisor
wants to know if all of the bundles are tied and in the Post Office
bag. '

The supervisor wants them to help Maria stuff envelopes now.

l4c




UNIT 6: ASKING FOR EXPLANATION OF
SOMETHING WRONG

Vocabulary: order check
co-worker remember

Useful Expressions:

This isn‘t right. Can you explain what’s wrong?
These aren’t correct. What is it?

You'’ve made a mistake. What'’s the problem?

You're not doing this right. What am I doing wrong?

GETTING READY

Read the story and circle the correct answer.

Jose gave Lupe a mailing job to do. He told her to put four
papers into an envelope. He showed her the right order. Lu

was not sure that she understood what to do. What should she do?
Circle the correct answer.

a) Try to remember what Jose said and do the job.
b) Ask a co-worker if she knows how to do the job.
c) Stuff one envelope and ask Jose to check her work.
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JAZZ CHANT

Listen to the Jazz Chant and repeat it with your teacher.

Is this right?
Not quite.

Is this right?
Not quite. Is this right? Not quite.
It’s not quite right. / /

-\
~

It’s not right?
No, it’s not.
It’s not exactly right.

Why, what’s the problem?
It’s not the right order.

Why, What’s wrong?
The order is wrong.

The order is wrong?
Yes, it‘’s wrong.

It’s wrong.
The order is wrong.

LISTENING

Listen to your teacher and £ill in the blanks.

1. 1Is this ?

2. 1It’s quite .
3. , what's ?
4. The is wrong.

5. It’s not right.

14
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READING

Read the dialogue and answer the qQuestions.

Jorge: Maria, these aren’t quite right.
Maria: Why, what am I doing wrong?
Jorge: You're putting the wrong sticker

on the envelopes and you‘re not
putting the right amount in each bundle.

Maria: oh, can you explain how to do it again?

Jorge: Sure. First of all, this is a first class =
mailing, so each bundle should have ten envelopes.

Maria: Oh, I see. Ten in each bundle.
And what’s wrong with the stickers? = same zip
Jorge: Use the D sticker for the same zip,
and the 8 for the same state.
MS is for different states.

= same state

= different states

3

Maria: Oh, I see. Thanks.

circle T for true and F for false.

1. Maria is working on a second class mailing. T r
2. For third class you have to put 10 in a bundle. T r
3. The D sticker is for addresses with the same zip. T F
4. The 8§ sticker is for addresses in different states. T F
5. The MS stickers is for addresses in the same state. T F

H
P
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MORE READING

The conversation below is not in the right order. Put a number on
the line to show the correct order. Then practice the conversation
with a classmate. ' . :

Why, what’s the problem?
Oh, I see.

Is this right?

No, it’s not quite right. %

You should put 6 in a bundl: because it’s a
second class mailing.

LISTENING I

Listen to each conversation and circle the emphasized word which
describes the problem.

For example: (you hear) A: Is this right?
B: No, it’s not quite right.
A: What’s wrong?
B: The label is wrong.

(you circle) envelope

1. sticker bundle 4. zip - sacks
2. order sticker 5. bundle order
3. country state 6. Cheshire . P.S,.

LISTENING 1I

Listen to the tape and circle the sentence that best completes the
conversation.

1. a) No, it’s not quite right.
b) What’s the problem.

Q 1}%() g fii
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2. a) It’s not quite right.
b) 1It’s the wrong sticker.

3. a) Ten in each bundle?
b) How many for each bundle?

4. a) Oh, I see.
b) Can you explain it to me?

SPEAKING

Work with a partner. Fold your paper in half and only look at your
side. For Number 1 and 2, Person A will describe a picture and
Person B will draw the picture, then Person B will ask Person A if
the picture is right. Change roles for Number 3 and 4.

PERSON A PERSON B
1.

2. 2.

3. : 3,
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UNIT 7: SAFETY FIRST

Vocabulary: reach idea shake
climb jump ladder

GETTING READY

Read the story and the following statements, then decide which are
good ideas or bad ideas.

Veronica needs more envelopes. The boxes of envelopes are on the
top shelf. She can’t reach them. What can she do?

GOOD IDEA BAD IDEA
1. Ask a tall person to help.
2. Climb up on some boxes.
3. Try to jump and reach the box.
4. Get a ladder.

5. Try shaking the shelf so the
boxes fall down.

6. Ask the supervisor for help.

JAZZ CHANT
Listen to the Jazz Chant and repeat it with your teacher.

Watch out! Watch Out!
Why? What is it?

Be Careful! Be Careful!
Why? What’s wrong?

That 's dangerous. You could hurt yourseif.
That’s dangerous. You could get hurt.

Oh! 1 see.
Thanks for warning me.

140
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TREADING

Read and discuss the safety rules.

1. Keep the work area clean.

2. Wipe up any spills.

3. Use ladders to reach high places.
4. Don’'t stand on boxes.

5. Keep aisles clear.

6. Don’t block doorways.

7. No smoking.

Now, look at the picture. Circle things that are not safe. Then
put the number of the safety rule inside it.

EMERGENC
Y
| « Ean<5,

] ez 1 e

EanGUS“EE

Picture adapted from YOUR FIRST JOB, Prentice-Hall, 1986
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LISTENING

Review the safety rules on page 21. Listen to the conversations
and write the number and the safety rule.

1.

WRITING/SPEAKING

Work with a partner and write a dialogue, in which you should
explain a safety rule to a new worker. When you are finished, act
it out in front of the class. For example:

Jose: Watch out, Mary.
Mary: What? What’s wrong?
Jose: Don’t stand on boxes. You could hurt yourself.

Mary: ©Oh.
Jose: Use ladders to reach high places.
Mary: OK.

1ov
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READING

Read the safety rules for operating machines.
Then look at the pictures and write down the
safety rules that are broken.

Safety Rules

1. Roll up sleeves. 4. Don‘t lean over the machine.

2. Don‘t wear jewelry. 5. Don’t wear ties.
3. Keep hair tied up.

Rule(s) Rule(s)

Rule(s) Rule(s)

-
oL

1
BEST COPY AVAILABLE
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LISTENING

Listen to the tape. Write down the safety rule for each
conversation.

WRITING

Rewrite the safety rules on page 21, using "You must...." or "You
c‘n,t. ..."

1. Keep the work area clean.
st ke c .

2. Wipe up any spills.

.3. Use ladders to reach high places.

4. Don’'t stand on boxes.

5. Keep aisles clear.

6. Don‘t block doorways.

7. No smoking.
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UNIT 1: ASKING FOR HELP

LISTENING —- p. 2

1. I can’t lift these boxes.

2. Could you give me a hand?

3. Can you help me?

4. Could you help me with this?
5. Pleage help me.

6. Sure, no problem.

7. 0f course, 1 can.

UNIT 2: USEFUL EXPRESSIONS

READING -- p. 4

1. All the letters to Florida go in one bag. YES

2. FL is Florida. YES

3. Maria can lift the bag. NO

4. Tony cannot lift the bag. NO

5. Tony ran out of envelopes. NO

1. Washington WA 6. Or Oregon

2. Hawaii HI 7. MS Mississippi
3. Colorado co 8. MI Michigan

4. Texas TX 9. MO Missouri

5. Minnesota MN 10. OH Ohio

LISTENING —- p. 5

1. Could you help me?

2. Yes, I can.

3. There'’s a problem.

4. I don’t have anymore.




UNIT 3: MORE PROBLEMS

READING -- p. 9

1. The docket is correct. YES
2. Jose should use Cheshire labels. NO
3. Jose should take the wrong labels off. NO
4. The labels should be typed. YES

UNIT 4: FINISHING WORK

LISTENING -- p. 11

1.
2. 1 .
3. I put on the stickers.
4., I stuffed the envelopes.
5. I tied the bundles.

6. I did my best.

7. What do you want me to do pext?

UNIT 5: ASKING FOR MORE WORK

READING -- 12

1. Sonja is done with her work. YES
2. Sonja tied the bundles. YES
3. Bill put the bags near the door. YES
4. Bill wants George to help Sonja. NO

5. Sonja knows how to stuff the envelopes. NO

LISTENING -- p. 13

1. I'm finished. (b)
2. What do you want us to do? (b)
3. what should I do now? (a)
4. I put them in bundles. (b)

DICTATION -- p. 13

1. I finished my job.
2. What do you want me to do next?
3. I stuffed the envelopes and put on the stickers.




UNIT 6: ASKING FOR EXPLANATION OF SOMETHING WRONG

LISTENING -~ p. 16

1. Is this right?

2. It’s pot quite right.
3. why, what’s wrongz

4. The order is wrong.
5. It’s not guite right.

READING —- p. 17

1. Maria is working on a second class mailing. F
2. For third class you have to put 10 in a bundle. F
3. The D sticker is for addresses with the same zip. T
4. The S sticker is for addresses in different states. F
5. The MS sticker is for addresses in the same state. F

MORE READING -- P. 18

3 WwWhy, what'’s the problem?
S Oh, I see.
_1 1Is this right?
2 No, it’s not quite right.
4 You should put 6 in a bundle because it’s a second class
mailing.

LISTENING I —- P. 18

1. A: Is this right?
B: No, that’s not the right sticker for those bundles.

2. A: Why, what'’s wrong?
B: The sticker is right but the order is wrong.

3. A: What am I doing wrong?
B: You need to write the name of the country.

4. A: What'’s wrong?
B: You should use the D sticker for that zip.

5. A: What'’s the problem?
B: You should put ten in each bundle.
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6. A: What’s the problem?
B: You should use P. S. labels, not Cheshire.

LISTENING II -- pp. 18-19

1. A: Excuse me, is this right?
(a) No, it’s not quite right.

2. A: Why? What’s the problem?
(b) It’s the wrong sticker.

3. A: You’'re not putting the right amount in each bundle.
(b) How many for each bundle?

4. A: These aren’t correct. You need to use the MS sticker for
these envelopes.
(a) Oh, I see.

UNIT 7: SAFETY FIRST

LISTENING -- p. 22

1. A: Hey, watch out! You spilled something.
B: Oh, I'm sorry. I'll clean it up.
2

2. A: Jose, can you give me a hand?
B: Sure, what the problem?
A: I can’t reach that box.
B: Oh, sure. Let me find a ladder.
_3 Use ladders to reach high places.

3. A: Julio, can you move those boxes? They are blocking the door.
B: Sure, I'll move them.
A: Thanks.

_6_Don't block doorways.

4. A: Javier, you’ll have to smoke outside.
B: Oh, okay.
-1_ No smoking.

LISTENING -- P. 24

1. A: You’ll have to ties your hair up when you operate this
machine.
B: OK, I understand.

[y
7
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‘e up hair (or Keep hair tied

2. A: Jorge, be careful. Roll up your sleeves when you operate
that machine.
B: OK, I will.
s

3. A: Lydia, you're not allowed to wear jewelry when you're
operating that machine.
B: Oh, I didn’t know that.

4. A: Miguel! Be careful! You could hurt yourself leaning over
the machine like that.
B: Oh, I see. Thanks for telling me.
Don’t lean over the machine.

5. A: Rafael, you are not supposed to wear a tie when operating
that machine.

B: Oh, I didn’t know that. Thanks.
Don’'t wear ties.

WRITING -- P. 24

1. You must keep the work area clean.

2. You must wipe up any spills.

3. You must use ladders to reach high places.
4. You can’'t stand on boxes.

5. You must keep aisles clear.

6. You can’t block doorways.

7. You can‘t smoke.
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INTRODUCTION

Project EXCEL is conducted under the National Workplace Literacy
Program of the U.S. Department of Bducation. It is administered by

the Career Resources Development Center (CRDC) in partnership with
Ace Mailing, Inc.

Project EXCEL focuses on literacy and basic skills training with
emphasis on the workplace culture for limited English proficient
(LEP) workers. Our goal is to assist these workers in retaining
employment, increasing productivity and advancing their careers.

CRDC

CRDC is a 25 year-old, non-profit, community-based employment
training agency located in San Francisco and Oakland. CRDC has
trained over 3,500 ethnic minorities and women as office clerks,
bank tellers, cooks, food service and housekeeping workers,
janitors and office automation specialists.

CRDC's training programs focus on LEP workers because they comprise
the vast majority of the workforce at Ace Mailing, Inc. CRDC
recognizes that nearly 90% of California’s labor pool will come
from Hispanic and Asian communities, half of them immigrants.
Local labor force is increasingly low-skilled and limited English

proficient, while, simultaneously, industry is demanding a more
literate and skilled workforce.

Ace Mailing, Inc.

Ace Mailing, Inc. is a direct marketing company which has been in
operation for 12 years. The company employs 43 full-time employees
and a large pool of part-time and temporary workers. It has made
a special effort to hire and promote economically disadvantaged
people and LEP workers. Over 90% of its production workers are
Hispanic and Filipino.

Ace Mailing, Inc. is recognized as one of the top small businesses
in the state of California. The company President, Ms. Gwen
Kaplan, is the recipient of this year's "Excellence In Business"
award from the S.F. Chamber of Commerce. She was also awarded "the
Small Business of the Year" by the California Small Business
Administration. Ms. Kaplan is the president of San Francisco’s
Small Business Commission.

As the company grows, it demands a more sophisticated and skilled
workforce to maximize productivity. This translates into workers’
ability to read and understand work orders, and to perform job
tasks independently. Encouraging the workers to actively
participate at the workplace is also a goal of the company. Both
management and employees agree the ability to communicate in the
English language is the key to enhancing performance.




Curriculum Designed for Ace Mailing, Inc.

The curriculum for Ace Mailing, Inc. is designed by a team of
experienced educators from CRDC. The team met with the management,
supervisors and workers to conduct needs assessments at the
workplace. The team also conducted observations and participatory
work to identify specific job and communicative skills required at
Ace Mailing, Inc. From these assessments, CRDC was able to design
a curriculum to facilitate better communication between workers and
management, and to enable workers to understand written work orders
as well as follow oral instructions.

Project EXCEL’s staff worked closely with management and workers at
Ace Mailing, Inc. and received consistent feedback from the Ace
Mailing management and workers before the curriculum was finalized.
The curriculum consists of 3 modules. The goals and objectives of
each module are explained on the cover of the modules.

EDUCATION PARTNER BUSINEBSS PARTNER

CRDC Ace Mailing, Inc.

655 Geary Street 2757 16th Street

san Francisco, CA 94102 san Francisco, CA 94103

staff Personnel

chui L. Tsang, Project Director Gwen XKaplan, President

Mabel Teng, Project Co-director George Hamilton, Account Executive
David Hemphill, External Evaluator Mitchel Darrow, Administrative Manager
Pennie Lau, Curriculum Developer Tony Rivera, Production Manager

Chris Shaw, Counselor/Instructor
stephanie Levin, Counselor/Instructor
Lisa-Ann Lee, Student Intern

Denise McCarthy, Consultant

ii
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G _GUIDE

A. Curriculum Design and Description

This module was designed for beginning to intermediate level ESL
employees at Ace Mailing. The curriculum aims to assist them in
developing the English communication skills necessary to provide
good customer service in person as well as on the phone. The
content is highly communicative and work-related, focusing on both

language and cultural skills which improve employees ability to
handle customers independently. _

B. Unit Features

l. Vocabularv Boxes

The Vocabulary ‘and Useful Expressions boxes at the beginning of
each unit highlight words and expressions which might be new to the
language learners. They should be discussed using modeling and

realia in a meaningful context, and they should be continually
reinforced throughout the module.

2. Getting Ready

This warm up activity affords learners the opportunity to discuss
the subject to be taught in each unit. It allows students to
express and compare their understanding of the subject with each
other and it addresses cross-cultural differences in expectations
of appropriate behavior in customer service. Students should be
given time to examine and discuss the subject from various cultural
viewpoints. At the same time, the instructor should point out

those behaviors which are deemed appropriate in the American
wvorkplace.

3. Dialoques

In this section, vocabulary is assimilated in a meaningful context
in the form of conversation. Instructors are encouraged to first
read the whole dialogue or play the tape (more than once, if
necessary) for learners to concentrate on listening and
understanding the overall idea of the dialogue. This can be
followed by an explanation of difficult words, expressions and
usage. The instructor may then ask students to repeat each line
and/or conduct a role play between him/her and students, between
student groups, then between individual students.

iii




4. Scr ed Sentences

Some units contain scrambled sentences directly or indirectly
adopted from the previous dialogue section with words which should
begin the sentences capitalized. Students may work individually or
-as a group to unscramble each sentence and then put the unscrambled
sentences in good order to make a dialogue. Instructors should

provide plenty of time to allow students to work on the sentences
and dialogues.

5. Listening

The listening activities are generally conversations or parts of
conversations; some require students to circle/write what they
hear, some students must complete, given a variety of choices. The
tape which accompany this unit should be played several times to
give all learners ample opportunity to respond appropriately.

6. Speaking (Information Gap Activities)

In information gap activities, students work in pairs and each
student has different information. Students must communicate in
order to complete a task. This type of practice is challenging
because if communication is not clear or inadequate, the task
cannot be completed. The steps for information gap activities are
the same as for paired activities except that in information gap
activities students cannot look at each other’s papers. It is
crucial that the teacher prepares students well for this type of
exercise. To do so, the teacher may model the first task with
students before asking them to work with each other on their own.

7. Speaking/Role Play

For each Role Play activity, students must read and fully
understand the instruction with the teacher’s assistance. Each
student working with a partner should read only his/her own part of
the instruction by covering his/her partner’s. After each role
play, students should switch roles.

8. Reading & Writing

The reading and writing activities are designed to help students

1) understand information in business cards, and 2) record
telephone messages. A number of business cards are provided in the
module; teachers are encouraged to use more realia for practice.
As for take a phone message, students are require to listen to
telephone dialogues and then write down the message with or without
a given list of messages.

iv




OBJECTIVES OF MODULE 4

Module 4 is designed to help Ace Mailing limited English proficient
(LEP) employees develop communication skills and strategies to
provide customers with appropriate services. The emphasis in this
module is on greeting customers and explaining supervisor‘’s or
manager’s absences in person as well as on the phone. They will
also develop skills in handling customer requests and in taking
phone messages.

Specifically, students will be able to:

1. greet customers properly,

2. offer help to customers,

3. handle customers‘’ requests,

4. explain supervisor’s/manager’s absences appropriately,

5. take a message in person and on the phone.
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UNIT 1l: CAN I HELP YOU?
Vocabulary: customer unavailable
manager message
appointment must
something have to
meet ignore

GETTING READY

1. A customer comes but your manager is not around. What do you
do? (Check as many as you want.) B

a.
b.

Ce.

2. A stranger comes to the production area.

Ignore the customer.
Look for your manager.

Tell the customer to wait.

N

Tell the customer your manager is in the bathroom.

Tell the customer your manager is busy right now

and take a message.

(Check as many as you want.)

a.
b.

Ce.

Hi, how are you?

What do you say?

Excuse me, Sir. I must ask you to leave.

Can I help you?

wWhat are you doing here?

Excuse me, is there something I can do for you?

Come back later.
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Useful Expression:

Do you have an appointment? Please wait here.
Is he expecting you? 1’1l be right with you.
What company are you with?

DIALOGUE

Minerva:
Customer:
Minerva:
Customer:
Minerva:
Customer:
Minerva:
Customer:

Minerva:

George:

Good afternoon, can I help you?

Yes. 18 George in?

Yes. Is he expecting you?

Yes. We have an appointment to meet at 10:00.
What is your name?

Susan Miller.

What company are you with?

Sierra Club.

Please wait here. I°l1l be right with you.
(to'George) George, Susan Miller of Sierra Club is
here to see you.

Thanks, Minerva.
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SCRAMBLED SENTENCES

Words in these sentences are in the wrong order. Write them in
the right order.

1. Tony I for 1looking am .

I am looking for Tony.

2. expecting he you Is ? -' fM“NWIﬂE

S —

211\] by /'
gy N
oty —L — )|

3. name What your is ?

4. with I Pacific Bell am .

5. help I Can you ?

6. company  are What you with ?

7. morning called I this .

8. name Juan Garcia My is .

9. Juan Garcia here is you to see .

10. A Just minute .
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Now, put your sentences in the right order to make a dialogue.
Then find a partner and practice the dialogue.

A: Can I help you?




MORE DIALOGUES

Dialogue 1: May I help you?

Oscar: May I help you?

Customer: Yes. Is Tony in?

Oscar: I'm not sure. Let me check.

I’'11 be right with you.

Dialoque 2: Could you wait a minute? T

Minerva: Can I help you? Mﬁ$ M

Customer: Yes. Where’s Tony? . =

Minerva: He’s on the phone right now. | TWTW - 9
Could you wait a minute? | \

Customer: Sure. C] ;

Dialoque 3: Is there something I can do for you?

Customer: Excuse me. Is Tony in?
Miriam: No, he’s not. Is there something I can do for you?
Customer: Yes. I need to meet with Tony.
Miriam: Just a moment. Let me check.....

He’'s with another customer right now. Can you wait?
Customer: No, I can‘t. I'm in a hurry.

Could I leave this job order with you?

Miriam: Sure. 1I’l1l give it to Tony.




WRITING

Listen and £fill in the missing words.

1. I help ?

2. I you?

3. 1Is something I can do you?

4. Let me .

5. He'’ll right you.

6. He's .

7. He’s another customer .
8. you a minute, please?

ROLE PLAY

You are A. Find a partner--B and role play the following

situations.

Student A - Ace employee Student B - customer
areet customer ‘ ask for Tony

explain Tony is in a meeting ieave job order }
ask customer’s name ‘ give your name

ask customer’s company give company name
express thanks say goodbye
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UNIT 2: TAKING DOWN
CUSTOMER INFORMATION

Vocabulary: sales representative job order
Let me get...(a pen). need to
organization client

DIALOGUE

Client: Is George in?

Oscar: No, he’s not. Can I help you?

Client: Yes. I'm a sales representative for Sierra Club.
I need to leave this job order for George.

Oscar: OK. Let me get a pen and paper.
What’s your name please ?

Client: 1It'’s John Miller.

Oscar: Could you spell it?

Client: J=-0-H~-N M-I-L-L-E-R.

Oscar: And what’s your phone number?
Client: It’s area code (510), 790-2853.

Oscar: Could you repeat that?

Client: Sure. It’s area code (510), 790-2853.

Oscar: Thank you, Mr. Miller.
I‘11l give it to George as soon as he comes back.

| B
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LISTENING
Listen and circle the names and telephone numbers you hear.
A.
1. a) Pete Simon 2. a) Joan Garcia
b) Pete Diamond b) John Garcia
c) Bete Zion c) Jim Garcia
3. a) Gill Betters 4. a) (415) 335-6224
b) Bill Patters b) (405) 355-6244 )
. ¢) Phil Peters c) (615) 533-4226 g
5. a) (617) 362-5187 s
b) (618) 342-5789 . >
c) (619) 246-5987 :
6. a) Ban McMally, (408) 691-7548 P
b) Rand McNally, (408) 451-1576 s
c) Ted McNelly, (408) 571-4526 O
7. a) Dale Holden, 678-0796
b) Di Hudson, 816-079¢
c) Dee Hilton, 876-0194
8. a) Aurora Domingo, (510) 751-4538.
b) Europa Tominco, (501) 751-3528.
c) Aron Domenijo, (510) 751-4538.
!
B.
You will hear people spell out their names. Write out. the names
below.
1. 2.
3. 4.
5. 6.
C.
You will hear people giving their telephone numbers. Write them
below.
1
1. 2. o
]
3. ‘o .
L}
5. 6. ¢t

Q ]ff&




SPEAKING

Listen to the dialogue. Then find a partner and practice it.

A: What'’s your name please?

B: Daisy Miller.

A: Could you spell your first name?
B: D-A-I-S-Y.

A: And your last name?

A. M=I-L-L-E=R?

B: Yes, that'’s right.

A: And what’s your telephone number?
B: It’s area code (619), 823-1390.
A: Could you repeat that?

B: Sure. Area code (619), 823-1390.

Now each student will get a card with a person’s name and phone
number. The student is that person. Ask each other for his/her
name and number, then write the information down below.

1.
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BUSINESS CARDS

10

COmpANY BRANS ]
~~HOMES ARE US, Inc.

business KLty BoWring Servioces

servioce

company address. 666 Narket Street
| san Francisco, cA 94102
company number (415) 771-1799

Look at the business cards below.

A.

con;pany name personal name

company number personal number
company address personal address

job title business services

logo

company name personal name

company number personal number
company address personal address

job title business services

logo

Margaret Chen
Marketing Representative

Circle the items on the cards.

The Partnership
for San Francisco

7N

San Francisco
Economic
Development
Corporation

465 California Street
San Francisco, CA 94104
(415) 392-0291
FAX 392-5724
Kent O.Sims * President

o

rans

ZIENVELQPE
COMPANY

DENNIS WELLS

240 LITTLERELD AVENUE, SOUTH SAN FRANCISCO 94080
(415) 2446230 FAX: (413) 389-0402
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Read the following business cards and answer the questions below.

A.

Voled Sest Tortiie Chips and Freeh Saiss

2778 - 24¢h Sweet
San Francisco, CA $4110 Mobert C. Sanchez
(415) 282-2400 Presidest

s

1. What is the cardholder’s name?

2. What is his title?

3. What is the company name?

4. What'’'s its number?

5. What'’s its address?

6. Is there a logo on this business card? Describe it.

M rey

14




12

ngﬂ‘

di

i |
Pyl CECILIA METZ
ASSOCIATION EXECUTIVE OJRECTOR

291 GEARY STREET, SUITE 600
SAN FRANCISCO, CA 94102
(415) 781-5348

R (415)761-76%0

1. What is the cardholder’s name?

2. What is the title?

3. What is her work number?

4. What is her home number?

5. What is the name of the organization?

6. What is its address?

7. Is there a logo on the business card? Describe it.

ok

i 0




13

DIALOGUE
Oscar: BExcuse me, may I help you?
Client: Yes. I’'m looking for Tony.
Oscar: Be is not in right now.
/ Is there something I can do for you?
i Client: Yes. Could you give this sample to him? ‘L‘ NQ&
Oscar: OK. Do you have a business card? ..L '

Client: Yes . Beré it is.

Oscar: Thank you. I‘ll give it to him as soon as possible.

LISTENING

Listen to the tape and circle what you hear.

1. a. Excuse me, may I help you?
b. Excuse me, can I help you?

2. a. Hi, I'm looking for George.
b. Hi, I'm looking for Tony.

3. a. Is there something I can do for you?
b. What can I do for you?

4. a. Could you give this job order to Tony?
b. Could you give this sample to Tony?

5. a. Do you have an expensive car?
b. bo you have a business card?

6. a. I'll give it to him as soon as possible.
b. I'll give it to him as soon as he comes back.

P~
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SCRAMBLED SENTENCES

A.
Words in these sentences are in the wrong order. Put them in the

right order.

1. looking George I'm for .

2. job sample George you give this «could to ?

3. office out now he’s of right the .

4. you may I  help ?

5. business have you do a card ?

6. possible soon give as I’'ll to as him it .

7. it is Here.

Now, put your sentences in the right order to make a dialogue.
Then find a partner and practice the dialogue.

A
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MATCHING
Match the questions on the left with appropriate responses on the

right. (There is more than one possible response for each
question.)

1. Hello, may I help you? a. Yes, I do. Here it is.

2. Is there something I can b. Sure. I°’ll wait a while.
do for you?

3. Do you have a business c. Yes. I need to leave this
card? job order for Tony.

4. Is he expecting you? d. Yes, I'm looking for Tony.

5. Could you wait a minute? e. Yes, he is. We have a

meeting at 1:00.




LISTENING

Listen to the tape and circle the sentence that best completes

the conversation.

1. a) Let me check.
b) I don’t know.
¢) Who are you?

2. a) I'm sorry.
b) I don’t know.

c) 1Is there something I can do for you?

3. a) I'm sorry, Tony is not in right now.
b) OK. Do you have a business card?

c) Please come back later.

4. a) I'm sorry, I don’t know your name.
b) I'm sorry, I can’t spell your name.

c) Could you spell your name?

5. a) Could you repeat that?
b) May I repeat that?
c) Could you spell that?

6. a) I'm sorry. Can you wait?

b) OK. 1I’ll give it to him as scon as he comes back.
c) OK. You can give it to him #s8 soon as he comes back.

ROLE PLAY

You are A. Find a partner--B, and role play the situations.

PERSON A - Ace employee

1. Tony is on the phone now.
Greet the customer. Then,
ask the customer to wait for
Tony . B

PERSOR B - customer

l. You are with Sierra Club.
You have a job sampie for
Tony.

2. Tony is out to lunch. Greet
and help the customer.

o
o

2. You have & ‘job order for
Ace. Look for Tony. If
he is not in, leave tha job
order with another
employee.
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UNIT 3: GEORGE IS NOT IN RIGHT NOW

Vocabulary and Useful Expressions:

just stepped out out to lunch

in a meeting out of the office
in/not in away from his desk
with a customer take a coffee break

GETTING READY

1. What do you say to a customer when your supervisor or manager
is not in? Write it down.

In Person On_the Phone

2. Compare your list with your classmates’. Decide which
responses are good and which are not.

3. What do you say to a customer when your supervisor or manager
is not available? Write it down.

4. Compare your list with your classmates’. Decide which
responses are good and which are not.
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LISTENING

A. Listen to the response in each dialogue and check "GOOD" or
“BAD."

GOOD E&D

B. Listen to the dialogues and circle the responses you hear.

1. a) in a meeting b) out of the office c) just stepped out
2. a) not in b) out to lunch c) with a customer
3. a) on the phone b) not in right now c) avay from home
4. a) out to lunch b) just stepped out c) with a customer
5. a) in a meeting b) out to lunch c) just stepped out
ROLE PLAY

You are "Person A." Find a partner--"Person B" and role play the
following situations. :

PERSON A PERSON B
1. Tony is not in the office. You don’t 1, You are with Jade
know where he is. Greet the customer Printing. You're
and take down his/her name and number. looking for Tony.
2. Tony is talking with a customer. 2. You work for Sony
Another customer is looking for him. and you need to
Greet the customer and ask him/her talk with Tony
to wait for Tony. now. You don‘t
have time to wait
for him.
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WRITING

Choose the sentences that fit in the two categories below.

May I help you? He’s out of the office.
He just stepped out. Can I help you?
He’s with another customer. He'’s out to lunch.
What can I do for you? He’s on the phone.
‘|Be’s in a meeting. Is there something I can do for
you?

Greeting a customer
1.

2.

3.

4.

Explaining why your manager is unavailable
1.

2.
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UNIT 4: ANSWERING THE TELEPHONE

Vocabulary and Useful Expression:

Juapa speaking.
urgent )
I have no idea...

Can I take a message?
Would you like to leave a message?
1’11 give him the message.

DIALOGUE
Listen and practice the dialogue. Then answer the following
questions.
Juana: This is Tony’s desk. Juana speaking.
Client: Hello, may I speak to Tony, please?
Juana:s He is in a meeting right now.
Can I take a message?
Client: Yes. This is Mary Smith with Sierra Club.
Please tell him to call me back. It’s urgent.
Juana: OK. What is your telephone number?
Client: It’s 578-7324.
Juana: 1’11 give him the message.
Client: Thank you. Bye.
((((’ /4,

1. Who answered the phone? 3. Wwhat'’s the message?

a. Mary a. Call Mary back.

b. Tony b. Meet Mary tomorrow.

c. Juana c. Mary will call later.
2. Who is the caller? 4. Where’s Tony?

a. Sierra club a. In S8ierra Club.

b. Mary Saith b. On the phone.

c. Juana c. In a meeting.

1bo
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SCRAMBLED SENTENCES

Rearrange words in these sentences in the right order.

1. Tony speak may to I ?
2. meeting Tony . right in a is now .
3. message I . take a Can ?

4. Is your what number telephone ?

5. Tony message give I’11 the .
ROLE PLAY
Find a partner, follow the instruction and role play the
situation.

PERSOR A PERSON B

Answer the phone on Tony'’s desk. Ask for Tony.
Explain that Tony just stepped out Leave your name and
Take a message. talephone number.
Confirm the name and phone number. Tell Tony to call

you back.
Tell him/her you’ll give Tony the
message.

187




LISTENING

Listen to the dialogues and circle the correct sentences. Then,
write the names and telephone numbers you hear. .

Response Name and Phone Number

1. a. He’'s away from his desk.
b. Be’s out of the office.
c. He'’s in a meeting.

2. a. She's with a customer.
b. She’s sick today.
c. She’s just stepped out.

3. a. She‘s in a meeting.
b. She’s not here.
c. She’'s away frcm her desk.

4. a. He’s at lunch.
b. He’s away from his desk. '
c. He’s not here.

5. a. He's busy right now.
b. He’'s in a meeting. — —
c. He’s with a customer.

6. a. She’s out of the office.
b. She’s with a customer.
c. She'’s busy at the moment.
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UNIT 5: TAKING PHONE MESSAGES

GETTING READY

1. wWhat kind of telephone messages do people usually get at work?
Write them down.

2. Have you used a message pad?
Circle the words that you don‘t understand.

4 ™\
(impﬁm
FOR
. AM.
DATE — - i TIME P.M.
(V]
OF
PHONE oODE NUMBER EXTENGION
TELEPHONED PLEASE CALL
CAME TO SEE YOU WL CALL AGAN ,
WANTSTOSEEYOU  { AusH
METURNED YOURCALL | SPECIAL ATTENTION
MESSAGE
J
S'GNED
- { unomusa y

1




LISTENING

Listen to the'telephone conversations.

1.

a.
b.

a.
b.

Class is canceled today.
The meeting is canceled.

Call Mary Smith back at 567-7634.
Meet Mary Smith at City BHall.

Oscar is sick today. He can’'t come to work.
Juana has an emergency. She can’‘t come to work.

Joe Kennedy returned your call.
Call Joe Kennedy back ASAP.

Carmen will come in late.
She has an emergency at home.
Minerva will come in late. The bus is late.

Mr. Jones wants to meet you.
Mr. Jones will call back later.

buu

Circle the messages.

24
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. WRITING

Listen to the dialogues and take down the messages.

will call back later returned your call
call her back : set up a meeting
Class is canceled meeting is canceled

is sick. He can’‘t come to work today.
will come in late today.

1. Chris called.

2. Jones wants to

3. Susan Smith called. Please

4. Oscar

5. Henry Metz

6. James Olsen called. The

7. Olga

8. George Wallace
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READING

Read the two messages below. Then ans t
message. g wer the questions for each

[ )
A. m 1. Who is the message for?
m__ﬁﬂl‘L

oaTE ;ﬁ£(2; g 20 ¥ 2. Who is the caller?
Mu___A{.ézL_Zuﬂ___—
Y 3. What company is he with?

oF

mions L40) 77 I650 . 4. What'’s his phone number?
- T

t::::m B \/{":‘:“M : 5. Who took the message?

mm:nmm"‘ =:;" 6. What'’s the message?

A
SIGNED Yasign.
3. Lp?uomulh

To_mﬁ-_:mw/
Dste 6,/ 25 TSMOMM'_

WHILE YOU WERE ouT

M . .
or__aidai Queociples
Ares Code Number Extension
TELEPHONED PLEASE CALL
CALLED TO SEE YOU WiLL CALL AGAIN
WANTS T0 SEE YOU URGENT

I returneoyouRcaw |X|
Message _.m_MML—
_mmm(_m_uhdmdaqa_

gt 9:30a.m.

Ao

Opetatet

»)

1c

J




SPEAKING

1. Student A--Look at the message pad below. You have some
missing information. Ask Student B for the
information and write it down.

IMPORTANT ME SAGE 1

DATE . TIME M@D

'

SIGNED
R LTHO ™ USA S

2. Student A-~-Ask Student B about the missing information.

IMPORTANT MESSAG

FOR .
uA're_AQL nmzm
" .

oF
mm:—%ﬁk&iu
AREA NUMBSAR ECTRMBION

oanvevosmyo 5 ] . Sl wasonsas g [T
wars sy |0~ e P ]

MESSADE

/I

| LTHO N UBA

-
=
[y
g}
o

27




1. Student B--Look at the message pad below. You have some

missing information. Ask Student A for the
information.

(MPORTANT MESSAGE)

foR

AM.
DATE TiMmE P.M.

SIGNED <

-

urmowusa ¥\ J

2. Student B--Ask Student A about the missing information.

(IMPORTANT MESSAGE)

CAMETOMEYOY - - fwmionsasam . |t
womromvou’ .o P STy T
‘mERm0 YouRcAL. (| SPROALATIBCRON . .

SIGNED
\ UTHOmUSA




ROLE PLAY

Find a partner.
si:uations.

1.

29

Follow the instruction and role play the
Look only at your part.

STUDENT A

fony is not in the office
right now. Answer the phone
and take a message for him.

1.

STUDENKT B

Call Tony and tell him you
are going to be 40 minutes
late for work.

Tony is with a customer
right now. Answer the phone
and take a message.

Call Tony. Tell him you
are sick and you can’t come
to work today.

Tony is not in. Answer the
phonz and take a message for
him.

You work for Dole. Call
Tony and tell him you want
to meet with him on Friday.

Tony is out to lunch. Answer
the phone and take & message.

You are with Wells Fargo
Bank. Call Tony and tell
him you will drop a job
sample at his office
tomorrow afternoon.

Tony is in a meeting. Answer
the phone for him and take
a message.

You’‘re a sales representa-
tive with Quick Copy. You
are returning Tony'’s call.

Tony is busy right now.
Answer the phone and take a
message.

vYou work for the Post
Office on 3rd Street. Call
Tony and ask him to call
you back.

Chris just stepped out.
Answer the phone on her desk
and take a message for her.

Call Chris and tell her you
can’‘t come to class today.

(]

¢l




LISTENING

30

Listen to the telephone conversations and take down the messages.

1.

(]hﬂFNDlTTT\lIT’nﬂlﬂB!&ﬂNﬁ!D

FOR
' AM.
DATE TIME P.M.
M
OF
PHONE.
NAABER EXTENBION
TAEPHONED - PLEABECALL
CAME TO BEE YOU -1 77§ waLCALLABAN ¢
WANTS 7O 8€E YOU ¥ AueH
| AETURNED YOURCALL IIEBMA“E“DN
MESSAGE
SIGNED
km“m

TOPS FORM 3002s




2.

(IMPORTANT MESSAGE)

FOR
AM.
DATE TIME P.M.
M
OF
PHONE
AREA CODE NUMBER EXTENGION
CAME TO 8EE YOU ] WAL CALL AGAN
WANTS TO SEE YOU
RETURNED YOUR CALL SPECIAL ATTENTION
MESSAGE
SIGNED
Lu‘momuu

TOPS ‘ FORM 3002S
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(A(MPORTANT MES_BAGQ

FOR—
: AM.
DATE TIME P.M.
M
OF
PHONE:
CcCOoDE NLIMNDERN EXTENSION
CAME TO BEE YOU : WALL CALL AGAN .
WANTETOSEEYOU 1 auan
RETURNED YOUR CALL © § SPECIAL ATYENTION
MESSAGE
SIGNED
Lm-oomuu -

TOPS‘ FORM 3002S

b
W
(O
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UNIT 1

SCRAMBLED SENTENCES -~ D.3

1. I am looking for Tony.

2. I8 he expecting you?

3. What is your name?

4. I am with Pacific Bell.

5. Can I help you?

6. What company are you with?

7. I called this morning.

8. My name is Juan Garcia.

9. Juan Garcia is here to see you.
10. Just a minute.

WRITING -- P.6
1. Can I help you?
2. May I help you?

p-4

A: Can I help you?
B: I am looking for Tony.
A: Is he expecting you?
B: I called this morning.
A: What is your name?
B: My name is Juan Garcia.
A: What company are you with?
B: I am with Pacific Bell.
A: Just a minute.
(to Tony) Juan Garcia is
here to see you.

3. Is there something I can do for you?

4. Let me gee?
5. He‘ll be right with you.

6. He‘s in a meeting.

7. Be’s with another customer right now.

8. Can you wait a minute, please?

1!

®)

i.’j;“‘




UNIT 2

LISTENING -- P.8

A. .

1. A: What’s your name, please?
B: It’'s Pete Simon. P=E~T-E S-I-M-O-N.
A: Thank you.

2. A: What’s your name, please?
'B: Joan Garcia.
A: Could you spell it?
B: J~0-A~N G-A-R-C-I-A.
A: Thank you, Ms. Garcia.

3. A: May I have your name please?
B: Yes, it’s Phil Peters, P-E-T-E-R-S.
A: Could you spell your first name?
B: Sureo It'8 P"'B"'I"‘Lo

4. A: And what'’s your phone number?
B: It’s area code 415, 225-6224.
A: Could you repeat that?
B: 335-6224.
A: Thank you.
5. A: My number is area code 618, 342-5789.
B: Area COde 618' 3"‘4-20005-7"8"’90
A: That'’s right.
B: Thank you.

6. A: Is George there?

B: No, he’s not. Can I help you?

A: Yes. I'm from MCI. I need to leave this job order for
George.

B: OK. What'’s your name please?

A: It 8 Ted McNelly.

B: Could you spell it?

A: Ted, T-E-D. McNelley, M-small C-big N-E-L-L-Y.

B: And what’s your phone number?

A: It’s area code 408, 571-4526.

B: Area code 408, 517-4526.

A: Right.

B: Thank you, Mr. McNelly. I'll give it to George as soon as
he comes back.

A: Thanks. Bye.

7. A: May I have your name please?
: My name is Dee Hilton, D-E-E H-I-L-T-0-N.
A: Thank you, Ms. Hilton.




A: May I have your name?

B: My name is Aurora Domingo.

A: Could you spell that?

B: It’s A=U=R=0O=R=A D~0=-M-=I-N-G-0.

A: Thank you. And your phone number?
¢ It’s area code 510, 751-4538.

A: Thank you.

A: My last name’s Westveer. That’s W-E-S-T-V-E-E-R.
B: Thanks. And your first name?
A H Drﬁw ° D-R-E—W °

A: What'’s your first name, please?

B: Angela.

A: Is that A-N-G-E-L-A?

B: That’s correct. And my last name is Lin.

A: My last name’s Yau. Y-A-U.

B: And your first name please, Mr. Yau?
A: It’'s Ming. M-I-N-G.

B: Thank you.

A: Could I have your first name, please?
B: It’s Thomas.
A: T-H-O=-M-A-S.

L-I-N.

B: That'’s right. And my last name is De Carlo.

A: D-E-C-A-R-L-0.

A: How do you spell your last name, please?
A: R-I-L-E-Y.

B: And my first name is Leila. L-E-I-L-A.
A: L-E-I-L~-A. Thank you, Ms. Riley.

A: What'’s your name?

B: Yamaguchi. Y-A-M-A-G-U~C-H-I.
A: And your first name?

B: Christine.

A: C-H=R=I~S=T=I=-N-E?

B: That’s right.

My number is 362-5500. 362-5500.
Let me give you my number. It’s 775-1748.
Here'’s my number. 337-2567. 337-2567.

Our number’s area code 203, 482-2948. Area code 203, 482-2948.

My office number is area code 415, 885-0460.
Do you want my number? It’s area code 408,
529-1732.

™,
Ch
-

775-1748.

885-0460.
529-1732.




LISTENING -- p.13

1. A: Excuse me, may I help you?
B: Yes. I need to talk to Tony.
A: He’s over there. _
B: Thanks.

2. A: Good morning.
B: Hi, I’m looking for Tony.
A: OK. Just a moment.

3. A: May I help you?
B: I need to talk with Tony.
A: He’s not in right now.
B: Well, that’s OK.

4. A: Hi, can I help you?
B: Uh, yes.
A: He is in a meeting right now.

Can I help you?

I'm looking for Tony.

B: Could you give this sample to Tony?

A: Sure. And what’s your name?
B: Denise Garcia.
A: Thank you.
B: Thank you very much.

5. A: Excuse me, may I help you?
B: Yes.
A: Sure.
B: Yes. Here you are.
A: Thank you.

6. A: Excuse me, may I help you?

This is my card.
I’1]l give it to Tony as soon as possible.
Have a nice day.

B: Could you give this sample to Tony?

A: Sure.
B: Here’s my business card.
A: Thank you.

SCRAMBLED SENTENCES -- p.1l4

1. I'm looking for George.

2. Could you give this job sample
to George?

3. He’s out of the office right now.

4. May I help you?

5. Do you have a business card?

6. I'1ll give it to him as soon as
possible.

7. Here it is.

™D
.
o

Is there something I can do for you?
I’'ll come back later.

May I help you?

Would you give this job order to George?
Do you have a business card?

I’1ll give it to George as soon as possible.

What’s your name...or do you have a business card?

I’11l give it to Tony as soon as possible.

May I help you?

I'm looking for George.
He’s out of the office
right now.

Could you give this job
sample to George?

Do you have a business
card?

Here it is.

I'1l give it to him as
soon as possible.




MATCHING -- D.15

1.
2.

oToOoMQQ

3.
4.
5.

or d
or d

LISTENING -- p.16

1. A:
B:
Al

2. A:
B:
Al
B:

3. A:
B:
Az
4. A:
B:
Az

53“5:
< Be
A

6. A:
B:
Al
B:

Al

Excuse me. Can I heip you?
Yes. I'm looking for Oscar. I8 he in?
ist me check.

Excuse me, where is Tony’s office?
Over there, but he is out to lunch.
Ohooo

Is there something I can do for you?

Can I help you?

Yes. I need to drop off this job order with Tony.
OK. Do you have a business card?

May I have your name please?

My name is Vic Peterson with Bank of California.
Could you spell your name?

And what is your telephone number, Mr. Peterson?
It’s area code 510, 627-6793.
Could you repeat that?

Excuse me, may I help you?

Oh, I'm looking for Tony.

He’s not in right now. Can I help you?

Yes. My name is Bob Newman. I‘m a sales representative
with Jade Printing. This is my card. Can you give this
job sample to Tony?

OK. I’‘ll give it to him as soon as he comes back.




UNIT 3

LISTENING -~ P.18

A.
GOO0D BAD

1. /

2. /

3. 4
A. /

5. 4
6. 4
7. l

8. l
9. 4
10. #/

1. A: Excuse me. Is Tony in?
B: No, he’s not. Is there something I can do for you?
A: That'’s OK. Thanks.

2. B: Can I help you?
A: Yes. Where’s Tony?
B: He’s on the phone right now. Could you wait a
while?
A: Sure.

3. A: Excuse me. Is George in?
¢ I don’‘t know.
A: Do you know where he is?
¢t I don‘t know...

4. B: May I help you?
A: Yes. Is Tony in?
B: I'm not sure, but let me check.

5. A: Excuse me. Is Tony in?
B: No, he’s not in.
A: When will he be back?
B: 2 o’clock. Please come back at 2 o‘clock.

6. A: Excuse me. Is this Tony'’s office?
B: Yes.
A: Is he in?
B: Yes.
A: Can I talk to him?
B: Yes.
A: Where is he?
B: Over there.

ERIC LU




Can I help you?

Yes, please. Could you give this envelope to Tony?
Sure. Do you have a business card?
Yes...here it is.

Thank you. I’ll give it to him as soon as he comes possible.

¢ Excuse me, I need to talk to Tony.

He’s in the bathroom right now. Please wait.

Excuse me, where is Tony?

¢ He went out.
¢ Where did he go?

He went to deposit his check.

Excuse me, I'm looking for Tony.

Tony? Let me check...

He is in a meeting right now. Can I help you?
No, that’s OK. I’‘ll come back later.

OK.

Excuse me, I'‘m looking for Tony.

Tony? Let me check...

He is in a meeting right now. Can I help you?
No, that’s OK. I’ll come back later.

OK.

Excuse me, can I help you?

Yes. I’m looking for Tony.

He is on the phone right nocw. Would you like to wait?
Sure.

Have a seat.

Excuse me, where is Tony'’s office?

He is with a customer right now. Can I help you or
would vou like to wait?

I'1]l wait.

OK. BHave a seat.

Where is Tony?

He just stepped out.

When will he be back?

I'm not sure. Is there something I can do for you?
Yes. Could you give this docket to Tony?

Sure, no problem.

¢ Thank you.

Excuse me, may I help you?

: Yes, you may. Where’s Tony’s office?
: Over there, but he is on the phone right now. He'’ll be right

with you.
Thanks.

260
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UNIT 4

SCRAMBLED SENTENCES -- p.21

1. May I speak to Tony?

2. Tony is in a meeting right now.
3. Can I take a message?

4. what is your telephone number?
5. I'11l give Tony the message.

LISTENING -- P.22

1. A:
B:

A:
B:
A
B:
A
B:
A:
B:

Excuse me, I'm looking for Tony.

Tony? Let me check...

He is in a meeting right now. Can I help you?
Yes. Could you give this sample to him?

Sure. What’s your name, please?

Bill Robinson.

Could you spell it?

B~I-L-L R=-0~B-I-N~S-0-N.

What'’s your phone number?

it’s area code 510, 937-5820.

Thank you, Mr. Robinson. 1I'‘ll give it to Tony as soon as
possible.

Excuse me. Where can I find Ms. Gwen Kaplan?
Let me check...

She didn’t come in. She’s sick today. Can I help you?
Could you give this package to her?

Sure. May I have your name please?

Jackie Adams, A-D-A-M-S.

A-D-A-M-S?

Correct.

And what'’s your phone number?

861-2579.

Could you repeat that?

It’'s 861-2579.

Thank you.

: Tell her to give me a call.

OK. 1I’ll give the package and the message to her as soon
as possible.

3. (ring...ring)

A
B:
A
B:
A
B:
A

Hello, this is Tony'’s desk. Chris speaking.

May I speak to Olga?

I'm sorry, she’s not here right now. Can I help you?

Yes, could you tell her to call Miguel at 556-7904?
OK...call Miguel at... ...could you repeat your number?
Sure. It’s 556-7904.

Thank you. I‘ll give her the message as soon as she comes
back.

Thank you very much. Bye.

P




4. (ring...ring)

A
B:

A
B:
Al
B:
Al

Hello, this is Mike Handerson'’s desk. Angela speaking.
Good morning, this is Jim Dalton. May I speak to Mr.
Handerson?

I'm sorry, he’s away from his desk right now. May I help
you?

Yes, could you tell him to call me back at area code 408,
770-4538?

Area code 408, 770-45387?

Right.

What'’s your name again?

Jim Dalton, D-A-L-T-0O-N.

Thank you, Mr. Dalton. I'll give him the message as scon as
possible.

(ring...ring)

Al
B:
A

B
Al

Hello, this is Tony’s desk. Oscar speaking.

Hello, can I speak to Tony?

I'm sorry, he’s with a customer right now. Would you like to
leave a message?

No, thanks. I'’ll call back later.

OK. Bye.

(ring...ring)

Al
B:
A
B:
Al
B:
As
B:
Al

Hello, this is Mabel’s office, Chris speaking.

Can I talk to Mabel?

She'’s busy at the moment. Would you like to leave a message?
Yes. Please tell her to call Ted Simpson.

Could you spell it?

T=E~D S=]«M=P=S~0-N,

And what’s your phone number?

It’s area code 510, 790-247.

Thank you, Mr. Simpson. I’ll give her the message as soon as
possible.




UNIT 5

LISTENING —- p.24

1.

A3
B:
As
B:

A3
B:

A:
B:
A3

B:
A3
B:

Al
B:
A:

B:
A3

Az
B:

This is Tony'’s desk, Oscar speaking.

Hi, Oscar, this is Chris. Can I speak to Tony?

He is in a meeting right now.

I see. Could you tell him and other students that there's
no class today?

OK.

Thanks, Oscar. See you tomorrow.

This is Tony'’s desk, Miriam speaking.

Hello, may I speak to Tony?

I'm sorry, he just stepped out. Would you like to leave a
message?

Yes, please tell him to call Mary Smith at 567-7634.

Thank you. Bye.

This is Tony’s desk.

Hello, this is Oscar. May I speak to Tony?

He is not in the office right now. Would you like to leave
a message?

Yes. Please tell him I'm sick. I can’t come to work today.
OK, Oscar. I’ll give him the message.

Good morning. Ace Mailing.

Good morning. This Joe Kennedy at Bank of America. May I
speak to Tony?

I'm sorry, he is on the phone right now. Would you like to
leave a message?

Yes. Please tell him to call me back ASAP. My number is
775-45317.

OK. I’ll give him the message as soon as possible.

Good morning. Ace Mailing.

Bello, this is Carmen. May I speak to George?

I'm sorry, George is with a customer. Would you like to
leave a message, Carmen?

Yes. Please tell him I will come in late. I have an
emergency at home. :

OK. 1I’ll tell him as soon as possible.

This is Tony’s desk. Terry speaking.

This is Thomas Jones. Is Tony in?

No, he’s not in right now. Would you like to leave a
message?

Sure. I called him early this morning and I would like to
meet him tomorrow afternoon. Tell him to call me back at
Area code 510, 565-8477.

OK, Mr. Jones. I'll give him the message as soon as
possible.

2Uo




LISTENING —- p.25

1.

A:
B:
A:
B:

A:
B:
A

A:
B:
A:

This is Tony’s desk, Oscar speaking.

Hi, Oscar, this is Chris. Can I speak to Tony?

He is in a meeting right now.

I see. Could you tell him and other students that there'’s
no class today?

OK.

Thanks, Oscar. See you tomorrow.

Bye, Chris.

This is Tony'’s desk. Juana speaking.

This is Thomas Jones. Is Tony in?

No, he’s not in right now. Would you like to leave a
message? _

Sure. I called him early this morning and I would like to
set up a meeting with him tomorrow afternoon. Tell him to
call me back at Area code 510, 565-8477.

OK, Mr. Jones. I'll give him the message as soon as
possible.

This is Tony’s desk, Miriam speaking.
Hello, may I speak to Tony?

I'm sorry, he just stepped out. Would you like to leave a
message?

¢ Yes, please tell him to call Susan Smith at 415, 239-6543.
¢ OK, Ms. Smith. 1I’l1l give him the message as soon as

possible.

This is Tony'’s desk.
Bello, this is Oscar. May I speak to Tony?

He is not in the office right now. Would ycu like to leave
a message?

¢ Yes. Please tell him I’'m sick. I can’t come to work today.

OK, Oscar. 1I’ll give him the message.
Thank you. Bye.

Good morning. Ace Mailing.

¢ Good morning. This Henry Metz at Wells Fargo Bank. May I

speak to Tony?

I'm sorry, he is on the phone right now. Would you like to
leave a message?

No, that’s OK. 1I'’'ll call back later.

OK, Mr. Metz. Bye.

¢ Good morning. Ace Mailing.

Good morning. This is James Olsen at Bank of America. May
I speak to Tony?

I'm sorry, he is on the phone right now. Would you like to
leave a message?

Yes. Please tell him the meeting is canceled.

OK. 1I’ll give him the message as soon as possible.




7.

LISTENING -~

1.

A: Good morning.
: Hello, this is 0Olga.
: I'm sorry, Tony is with a customer.

Ace Mailing.
May I speak to Tony?
Would you like to

leave a message, Olga?

¢ Yes.
: OK.

A: Hello, this is Tony'’s desk.
: Hello, this is George Wallace at Marshall Printing.

Please tell him I will come in late.
I’'11l tell him as soon as possible.
: Thank you.

Bye.

Minerva speaking.
I'm

returning his call.
A: Excuse me, what’s your name again?
: George Wallace, W-A-L-L-A-C-E.
A: OK, hold on...
("Excuse me, Tony, George Wallace is returning your call.")
Mr. Wallace, he’ll be right with you.
A: Thank you.

Receiver:
Caller:
Receiver:

Caller:
Receiver:
Caller:
Receiver:
Caller:

Receiver:
Caller:
Receiver:

Caller:

Receiver:
Caller:

Receiver:

Caller:
Receiver:

p.30

Accounting Department, this is Jane.
Hello, is Marge there please?

I'm sorry, she’s away from her desk.
a message?

Yes, please have her call Joan at 657-4994.
Okay, this is joan at 657-4994.

That'’s right.

I'1l see that she gets the message.

Thanks. Good-bye.

Could I take

Marge Peterson’s desk. This is Jane.
Hello, may I speak to Marge, please?
I'm afraid she’s not in at the moment.
care leave a message?

Yes, this is Pablo. Could you tell her that I won’‘t
be able to make our lunch date tomorrow? 1I’ll be
out of town,a nd I'll phone her back next week.
Okay, Pablo. Does she have your number?
She has it, but let me give it to you again.
Okay, let me see if I got that. This is Pablo at
586-3759. You can’t make the lunch date tomorrow,
and you’ll phone her back when you get back in town
next week.

Yes, that’s it.
You're welcome.

Would you

It’s

Thanks a lot.
I'1l see that she gets the message.

-
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This is Tony’s desk. Oscar speaking.

Good morning. This is Jane Watson at Bank of America. May
I speak to Tony?

I'm sorry, he is on the phone right now. Would you like to
leave a message?

B: Yes. Please tell himr the meeting is canceled.

A: OK. What’s your name again?

B: Jane Watson. W-A-T-S-0-N.

A: How do you spell your first name?

B . J "A"'N-B .

A: J-A-N-E. Thank you. And what’s your phone number?

B: It’s area code 510, 791-2738.

A: Okay, Ms. Watson. 1I’ll give him the message as soon as

possible.
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INTRODUCTION

Project EXCEL is conducted under the National Workplace Literacy
Program of the U.S. Department of Education. It is administered by

the Career Resources Development Center (CRDC) in partnership with
Ace Mailing, Inc.

Project EXCEL focuses on literacy and basic skills training with
emphasis on the workplace culture for limited Bngllsh prof1c1ent
(LEP) workers. Our goal is to assist these workers in retaining
employment, increasing productivity and advancing their careers.

CRDC

CRDC is a 25 year old, non-profit, community based employment
training agency located in San Francisco and Oakland. CRDC has
trained over 3,500 ethnic minorities and women as office clerks,
bank tellers, cooks, food service and housekeeping workers,
janitors and office automation specialists.

CRDC’s training programs focus on LEP workers because they comprise
the vast majority of the workforce at Ace Mailing, Inc. CRDC
recognlzes that nearly 90% of California’s labor pool will come
from Hispanic and Asian communities, half of them immigrants.
Local labor force is increasingly low-skilled and limited English

proficient, while, simultaneously, industry is demanding a more
literate and skilled workforce.

Ace Mailing, Inc.

Ace Mailing, Inc. is a direct marketing company which has been in
operation for 12 years. The company employs 43 full-time employees
and a large pool of part-time and temporary workers. It has made
a special effort to hire and promote economlcally disadvantaged

people and LEP workers. Over 90% of its production workers are
Hispanic and Filipino.

Ace Mailing, Inc. is recognized as one of the top small businesses
in the state of California. The company Pre81dent,

Ms. Gwen Kaplan, is the recipient of this year’s "Excellence In
Business" award from the S.F. Chamber of Commerce. She was also
awarded "the Small Business of the Year" by the California Small
Business Administration. Ms. Kaplan is the president of San
Francisco'’s Small Business Commission.

As the company grows, it demands a more sophlstlcated and skilled
workforce so that productivity can be maximized. At Ace Mailing,
this translates into the workers’ ability to read and understand
work orders and to perform the tasks independently. Encouraging
the workers to actively participate at the workplace is also a goal
of the company. Both management and employees agree the ability to
communicate in English at work is the key to enhancing performance.

i
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Curriculum Designed for Ace Mailing, Inc.

The curriculum for Ace Mailing, Inc. is designed by a team of
experienced educators from CRDC. The team met with the management,
supervisors and workers to conduct needs assessments at the
workplace. The team also conducted observations and participatory
work to identify specific job and communicative skills required at
Ace Mailing, Inc. From these assessments, CRDC was able to design
a curriculum to facilitate better communication between workers and
management, and to enable workers to understand written work orders
as well as follow oral instructions.

Project EXCEL'’'s staff worked closely with management and workers at
Ace Mailing, Inc. and received consistent feedback from the Ace
Mailing management and workers before the curriculum was finalized.
The curriculum consists of 3 modules. The goals and objectives of
each module are explained on the cover of the modules.

EDUCATION PARTNER BUSINESS PARTNER

CRDC Ace Mailing, Inc.

655 Geary Street 2757 16th Street

san PFrancisco, CA 94102 san Francisco, CA 94103

staff Personnel

Chui L. Tsang, Project Director Gwen Xaplan, President

Mabel Teng, Project Co-director George Hamilton, Account Executive
David Hemphill, External Evaluator Mitchel Darrow, Administrative Manager
Chris shaw, Curriculum Developer Tony Rivera, Production Manager

Pennie Lau, Counselor/Instrictor
Stephanie Levin, Counselor/Instructor
Oscar Ramirex, Counselor/Instructor
Drew Westveer, Counselor/Instructor
Lisa-Anne Lee, Student Intern

Denise McCarthy, Consultant
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TEACHING GUIDE

A. Curriculum Design and Description

This module was designed for higher beginning to intermediate level
ESL employees at Ace Mailing. The curriculum aims to assist them
in developing the literacy skills necessary to read and fill out
the three major post office (PS) forms for bulk business mailing.
The content is less communicative than the previous modules yet it
remains highly work-related to improve employees’ ability to handle
the reading and writing of the forms.

Each form is broken down into sections taught and practiced
individually. In later units after each section on a form has been
introduced, students are required to f£fill out the entire form based
on given job order information. Monitored by the taacher, each
student should be allowed enough time to work on the form

individually and then compare his/her form with other students’ in
the follow-up discussion.

B. Unit Features

1. Vocabulary Boxes

The Vocabulary at the beginning of each unit (except Unit 4)
highlight words which might be new to the language learners. Using
modeling and realia, teachers may find it effective in introducing
words pertinent to the PS forms. Vocabulary should also be
constantly reinforced whenever possible.

2. Getting Ready

This activity affords learners the opportunity to discuss the
subject to be taught--different classes of mail and the three PS
forms used at work. It allows students to express their

understanding of the subject and different aspects of bulk business
mailing.

3. Reading

The Reading sections, which includes reading a section of a form
and reading job order instructions with a sample letter, provide a
context for the form filling exercises. After reading the form or
instructions and answering the comprehension questions, students
should be encouraged to discuss their experience in processing
actual business mail, identifying what they did on the job with
what they read for the reading activities.

iii
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4. Writing

Following the reading sections, the writing activities provide
learners practice in filling out different sections of forms and
different forms. Students should be encouraged to use both
information acquired from previous activities and their own
experience to successfully complete the writing sections. Teachers
should also make certain that each student fully understands the

instructions, and that the students have enough time to finish each
writing activity.




OBJECTIVES OF MODULE 5

| Ace Mailing Module 5 encompasges post office forms. It is
? primarily concerned with the student making the leap from inserting
and sorting mail to filling out the three most frequently used bulk
business mailing forms. Students will familiarize themselves with
the format and vocabulary shared in all the three forms, using
their experience on the job. They will practice, using real forms
obtained from the post office, and individually and independently
£i1l out different sections of the form. Lastly, they will be able
to correctly calculate postage at a variety of rates.

The material has been designed for students at the intermediate
level (ESL 300-400 levels).

The specific objectives of this module are:
1. Recognize the format of forms for bulk business mailing.

2. Differentiate different requirements and functions of each form.

3. Fill in information in all sections.
4. Perform accurate postage computation.

5. Fill out appropriate forms for different job orders.

Post office forms covered in the module:

1. PS Form 3602-N
Statement of Mailing with Permit Imprints
Third-Class Mail (Nonprofit Rates Only)

2. PS Form 3602-R
Statement of Mailing with Permit Imprints
Third-Class Mail (Regular Rates Only)

3. PS Form 3602-PC
Statement of Mailing with Meter or Precanceled Postage Affixed
Bulk Third-Class Mail (Regular or Nonprofit Rates)




UNIT 1: INTRODUCTION TO FORMS FOR
BULK BUSINESS MAILING (I)

VOCABULARY : rate bulk in total
flat mailer non-profit
postage mailing regular
permit weight irregular
process receipt individual
parcel indicia other than
brochure minimum maximum
pamphlet booklet authorized

ABBREVIATIONS

1. Number = No.

2. sequence = seq.
3. identification =
4. pieces = pcs.

5. pound = lb.

6. BMC = Bulk Mail Center

7. SCF = Sectional Center Facility

ID

PROCESEING CATEGORIES

Minimum (inches) Maximum (inches) Thickness

1. Letters 5 x 3% (inch) 11ix 6 % 0.007 -1
2. Flats larger than letters 15 x 12 i -2
3. Machinable (Regular)

Parcels 6 x 3 3§ x 17 } - 17

Weight 8 oz. - 35 1b. :

25 1b. maximum for books or printed matter

4. Irregular

Parcels 6 x 3 } or less

Weight 8 oz. or less




MATCHING

Draw a line between the mailing pieces and the category.

1.

a. Flats
7.5 x 10.5
2. b. Irregular
Parcels
6ix 4%
3. c. Regular
Parcels
9 x 4 %
4. d. Letters
5 x 3
3%
12 oz.
5.
9.5 x 6
3
15 1b.
6.
32% x 18%
5.5
25 1b. of books 2r7”
o L




READING

Check on the right box.

1.

5x 3
pamphlet

3.

6 x 3
2 1b.
box

5.

15 x 14
4% lb L]
parcel

7.

10 x 10
0.5" thick

Procassing Category
{DMM 128)

¥ Lottars

O Flats

O Machinsbie Parcals
O trregular Parcais

3 Quiside Parcals

[Procassing Category
{DMM 128)
O Letters

O Flats

23 Machinsble Parcels
T Irragular Percels

3 Outside Parcels

[Processing Category

(OMM 128}

O Letters

a Flets

3 Machinable Parcals
O treeguier Parcels

O Outside Parcols

[Procassing Category
OMM 128)

O Lotters

O Flats

O Machinsbie Parcels
O Irregular Parcels

O Outside Parcels

envelope matter

9.
30 x 15
10" thick

box of books

O

ERIC

Aruitoxt provided by Eic:

{Processing Category
(DMM 128)

O Letters

O Flats

O Machinable Parcels
O irreguier Paccels

D Outside Parcels

AW

O

2.

11.5 x 5.5x 1
booklet

4.

9 x 12
envelope matter

8.

5.5 x 2
6 o0z.
parcel

10.

5% x 3x }

3 oz.

invitation
(envelope matter)

{Proceasing Category
OMM 128}

O Latters

O Flats

O Machinabie Parcals
O trregulsr Parcels

O Outside Parcels

|Processing Category
OMM 128)

O Letters

O Flats

O Machinabie Parcels
O treaguist Parcals

O Qutside Parcets

Procassing Catagory
OMM 128)

2 Letrars

O Fists

O Machinabie Parcels
O lereguier Parcats

O Outside Parceis

Procassing Catagory
{OMM 128)

O Letters

O Fiate

O Machenable Parceis
O frragular Parcetls

O Outside Parcels

Processing Cstegory
OMM 128}

O Letters

O Fists

O Machinabie Parcels
O irreguiar Parcels

O Qutside Parcels




GETTING READY

1.

wWhat’s the difference between first- and third-class mail?
the ones that you think are correct.

Personal letters are first-class mail.
Third-class mail is printed material.
First-class mail is faster than third-class.
Third-class mail is heavier than first-class.
First-class rates are higher than third-class.

0
-3
®
Q0
~

What PS forms are used at Ace Mailing?-

How many pieces of mailings are required in each mailing
for third-class bulk rates?

A minimum of 200 pieces or 50 pounds.

Does a company or a mailer have to pay a fee to get a permit
number and permit imprints?

What is Permit Imprint Indicia?
Compare the following 3 statements of mailing (forms) with
permit imprints for:
Third-Class Mail (Nonprofit Rates Only)
Third-Class Mail (Regular Rates Only)
Bulk Third-Class Mail (Regular or Nonprofit Rates)
What parts are the same?

What parts are different?




Statement of Mailing with Permit Imprints

Wa; Third-Class Mail (Nonprofit Rates Only)

MAILER: Complete all items by typewriter, pen, or indelible pencil. Prepare in duplicate if you need a receipt.

Aruitoxt provided by Eic:

Post Office of Mailing Date Processing Category USPS Authorized Mailing 1D Codels)
(DMM 128)
- — O Letters
Permit No. Mailing Statement Seqg. No. 3 Flats
O Machinable Parcels
Permit Holder's Name {Telephone Number Receipt No. O frregular Parcels
& Address 0O Outside Pa
{Include ZIP Code) utsid roels
No. Sacks No. Trays No. Pallets No. Other
S
E Weight of a
s Single Piece —t e e e —— PoOUNds
-E Authorized to use nonprofit rates? (DMM 625)° Total Pieces in Mailing Total Weight of Mailing Sacking Based on
% O Yes 3 No O 125 pcs. O 15 ibs. O Both (DMM 641)
g Name & Address of Individual or Organization for Name and Address of Mailing Agent® g
Which Mailing is Prepared (if other than the permit holder)
{if other than the permit holder)
Authorized to use nonprofit rates? (DMM 625)°
O Yes = No
® For bulk mailings of automation-compatible letter-size pieces (see DMM 520), go to Part A on the -
reverse of this form. <]
[72)
= | » For bulk mailings of non-automation compatible letter-size pieces (see DMM 128} weighing .2085 Ib. o @ Part B $
2] (3.3367 0z.) or less. go to Part B on the reverse of this form. 2 £
@ e >
al* For bulk mailings of non letter-size pieces (see DMM 128) weighing .2086 ib. (3.3367 oz.) or lass, 3 g
£{ 9o to Part C on the reverse of this form. o = Part C $
o
O  For bulk mailings of alt pieces (see DMM 128) weighing more than .2085 Ib. (3.3367 oz.) but ._;_o-
21  tess than 1.0 Ib. (16.0 oz.), go to Part D on the reversc of this form. = PartD | $
Q
03_ Single Piece Rate _° or Additional Postage Payment No. Pieces  [Rate/Piece s
{S*ate reasons for Additional Postage) s =
is applicable bulk per piece rate affixed to each piece? (Form 3602-PC required)
Total Postage ——— | §
2 Yes J No
*The signature of a mailer certifies that: (1) the mailing does not violate DMM 625; (2) only the mailer's matter is being mailed; (3) this is not a cooperative
mailing with other persons or organizations that are not suthorized to mail at special bulk third-class rates at this office: (4) this mailing has not been undertaken
by the mailer on behaif of or produced for another person or organization not authorized to mail at special bulk third-class rates at this office: and (5} it will be
iiable for and agrees to pay, subject to appeals prescribed by postal laws and regulations. any revenue deficiencies assessed on this mailing, whether due to
- a finding that the mailing is cooperative or for other reasons. {If this form 1s signed by an agent, the agent certifies that it is authorized to sign this statement.
o that the certification binds the agent and the nonprofit mailer, and that both the nonprofit mailer and the agent will be liable for and agree to pay any deficiencies.}
6
;.2 The submission of a false, fictitious or fraudulent Statement may result in imprisonment of up to 5 years and a fine of up to $10,000 (18 USC 1001). In addition,
‘5 a civil penalty of up 10 $5,000 and an additional assessment of twice the amount falsely claimed may be imposed (31 USC 3802).
O
i heraby certify that all information furnished on this form is accurata and truthful, and that this material presanted qualifies for the rates of
postage claimed.
Signature of Permit Holder or Agent (Both principal and agent are liable for any postage deficiency incurred} Telephone Number
- | Single Piece _ Are the at left adjusted from mailer's entriea? OYes ONo
7&"“* e Ve — e e POUNAS 11£ 7y oq’’ Reason .
-1 Votel Pleces Total Weight B I | e .
e . T : LR}
2 ’ -
i ;M Oﬂ' " Presort Verification Per- Dete Maiter Notified Contact
2153 Vel Not Scheduled ] formed se Scheduied
O 4

FY thett1ié maling hee bewn inépeoted conceming: 1) eigiblity for the rate of postage clekmed: 21 proper praparation |~
s el 3o competn o o Aer o G, 1 ey of e ed s ton. |
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BEST COPY AVAILABLE

Form 3602-N — Third-Class Nonprofit Rate — Permit Imprint

Postage Computation — Bulk Rates

Q

E

PAFulToxt Provided by ERIC
4

RIC

Entry Presort/ Entry Presort/

Discount Automation Net Count Discount Automation Net Count

(1f Any) Discounts Rate (Pcs/Lbs) Charge (if Any) Discounts Rate (Pcs/Lbs) Charge
o Non-Automation Compatible Letter -

Automation-Compatible Letter (D:AM 520} .2085 Ib. (3.3367 oz.) or less .

None Saturation WiS 071> pcs. = § Nona Saturation W/S  .071 x pes. = &
Carrier Route 074 x pes. = $ Carrict Houte .074 x pcs. = §
5-Digit Barcoded .81 X pes. = § 3/5-Digit Presort .098 x pcs. = §
3-Digit Barcoded .088 x pca. = § Basic 111 % pes. = $
3/5-Digit ZIP + 4 .094 x pea. = § .
3/5-Digit Presort  .098 x . pcs. = § - -

Basic Barcoded .094 x pes.= $
Basic ZIP + 4 104 x pes. = & N
Basic TNt pea.= ¥ ___ - e a2

BMC Saturation W/S  .059 x pcs. = § _ . BMC Saturstion W/S  .059 x pes. = &

Entry Carrier Route 082 x _pes.= $ Entry Carrier Routa 062 x pes. = g"
5-Digit Barcoded .069 x pes.= & 3/5-Digit Presort .086 x pes. = $
3-Digit Barcoded .076 x pes. = $ - Basic 099x___ . pcs.=§
3/5-Digit ZIP + 4 ,082 x pes.= $ ’
3/5-Digit Presart 086 x pes.= $___.

Basic Barcoded 082x _____ pes.= § S
Basic ZIP + 4 092%x____ __  _pce.= $__
Basic: [ ivv o ~2.089 % pea. = $ .

SCF Saturation W/S  .064.x pes. = $ SCF Saturation W/S 054 x pes.= 8

Entry Carrier Routs L0B7 x pea.= $___ Entry Carrier Route Ry R S~ T —
5-Digit Barcoded .084 x pes.= & 3/5-Digit Presort  .081 x pca. = -$-,
3.DigitBarcodsd O7T1x___ ____‘pes.= & Basic - . 09 x_____ pehm b
3/5-Digit ZIP + 4 .077 x pcs. = $ . - .
3/8-Digit Presort 081 x_________ _pcs.= $ el
Basic Barcoded 077 x pcs.= & : e "’*’""‘_’_‘ A
Basic ZIP + 4 087x____ _ __ pes.= S e

* Basic 094 x o peS. = § ”

DDU  Saturstion W/S 049 x____ _____pcs. = s a1V Saturation W/S  .049 x —_—

Entry Carrier f oute 052x%x___ ___pcs.= § - Entry Carrier Route T.052 % -

Totat - Part A (Carry to front of form) S __ Total - Part B {Carry 70 front of form) $ ___

P, All Mail - More than .2085 Ib. (3.3267 oz.)
Nonletter - .2085 Ib. {3.3367 oz.) or Less - But less than 1.0 Ib. (16.0 oz.)

None Saturation W/S .094 x pcs. = § None Saturation W/S OV x___  _ _pcs.= §
Carrier Route 101 X pce.= § plus .398 x e, = §
3/5-Digit Presort  .132 x pcs. = § Carrier Routa .018 x pea.= &
Basic .146 x pcs. = $ plus 398x____ _lbs. = 8

. et o o 3/5-Digit Presort  .049 x pes. ».. 8 5 :
plus .398 x e mr$
Basic .063 x pea. = -$-,
plus 388x____ ba = )

8MC Satustion W/S  .082 x pcs. = § BMC Saturstion W/S 011 x pcs. = §

Entry Carrier Route .089 x pcs. = $ Entry plus .340 x Ibs. = §2
3/6-Digit Presort  .120 x pcs. = $ _Carrier Route .018 x pcs. = $

' Basic : .134 x pcs. = $ "'"“"": B .340 x ibs. = § bl
- _'3IW‘Presort .049 x pcs. = §
e ange US| .340 x bs. = ¢
. ‘Besic .063 x pcs. = $_
Cnh phee .340 x tbs. = ¢

SCF Saturstion W/S  .077 x pcs. = § SC¥ Saturstion W/S 011 x pcs. = § . )

Entry Carrier Route .084 x pcs. = § Entvy phs 317 x bs. = $
3/5-Digit Presort 116 x _____ . pcs. = s ____ Carrier Route .018 x pcs.= §.

Basic 129 % PCS. = W e . phs 317 x Iba. = §-
:  3/8-Digit Presort 049 x XN P
, . DS 317 x ibe. = 8.
- = Baie 063 x o
plus 317 x c-—
DDU  Saturstion W/S S DOU | Sawwetion W/S .01 x pes,= &
Entry Carrier Route —_— Emf,:;,’. o .2."‘-————1——:‘..:‘3'
1% Cuivior RS - OIS pos. §
. ) - 204 x e = $
Total - Part C (Carry to front of form) Totsi - Part D (Carry to front of form} |
- amandh BA -~ ..

g
;
§




Statement of Mailing with Permit imprints

btST COPY AVAILABLE

y - .
4% . Third-Class Mail (Regular Rates Only)
UNITED STATES
POSTAL SERVICE
MAILER: Complete all itams by typewriter, pen. or indelible pencil. Prepare in duplicate if you need a receipt.
Post Office of Mailing Date Processing Category USPS Authorized Mailing 1D Codets}
IDMM 128}
Letters
Permit No. Federal Agency Cost Code Mailing Statement Sea. No. Flats
Machinaole Parcels
Permit Holder's Name |Telephone Number Receipt No. _ lrreqular Parcels
& Address _ Qutside Parcels
{include ZiP Code)
S No. Sacks No. Trays No. Paitets No. Other
k]
£
k] Weight of a
k= Single Piece — 4 e — — POunds
~; Authorized to use nonprofit rates? (DMM 625)° Total Pieces 1n Mailing Total Weight of Mailing Sacking Based on
= | = Yes Z No Z 125 pcs. — 15 tbs. = Both (DMM 641)
2 Name & Address of (ndividual or Organization for Name and Address of Mailing Agent* ngckﬂ:_‘ ,.; 74 iyl
Which Mailing is Prepared {If other than the permit hoider) R R
{If other than the permit holder) 3 Centraliz
J Plant Loaded to
O Plant Verified Deop Shipment to
3 Entered at ' '
2 Orig.  Dest. A/Q TP
Authorized to use nonprofit rates? (DMM 625)° 0 Orig. 0 Dest. SCF 30 2iP
2 Yes _ No 0. Orig. {1 Dast. BMC _ _
® For bulk mailings of automation-compatibla latter-siza pieces (see DMM 520). go to Part A on the - Part A $
reverse of this form, 8
n
c | e For bulk mailings of non-automation compatibla lattar-size pieces (see DMM 128} weighing .2067 Ib. o © Part B $
2 {3.3067 02.) or less. go to Part B on the reverse of this form. 2 ‘g
2 = »>
a o For bulk mailings of non lettar-siza pieces (see DMM 128) weighing .2067 ib. (3.3067 oz.) or less. 3 é P c s
£ go to Part C on the reverse of this form. o - art
8 =
O | ¢ For bulk matlings of all pieces {see DMM 128} weighing more than .2067 Ib. {3.3067 oz.) but E
£ less than 1.0 1b. {16.0 0z.), go to Part D on the reverse of this form. - Part D $
Q
8 | Single-Piece Rate .. or Ada:tional Postage Payment No. Pieces  {RatePiece =3
& | (State reasons for Additional Postage) ® S
Is applicable bulk per piece rate affixed to each piece? (Form 3602-PC required)
; Total Postage ——— | ¢
Z Yes -~ No
The signature of a mailer cerufies that it wii be nable for ana agrees to pay, >uDject to Jppeais prescrioed ov postal 1aws ang *eauiations, anv revenue deticiencies
assessed on this mailing. If this form s signed by an agent. the agent ceruifies that it 1s authorized to sign this statement. that the certification binds the agent
and the mailer and both the mailer and the agent will be liable for and agree to pay any deficienctes.
5
= The submission of a false. fictitious or traudulent statement may result in imprisonment of up to 5 vears and a fine of up to $10.000 (18 USC 1001). In addition.
© | a civil penalty of up to $5.000 and an additional assessment of twice the amount falsely claimed may be imposed {31 USC 3802,
‘5 | hereby certify that all information furnished on this form is accurate and truthful, and that this material presented qualifies for the rates of
Q| postage claimed.
Signature of Permit Holder or Agent (Both principal and agent are hable for any postage deficiency incurred} Telephone Number
Single Piece Are the figures at laft adjusted from mailer's entries? i3 Yes O No
Woeight — b v e —— = POUNES lif Yo'’ RessOn
Total Piscas Total Waight
> Total Postage
[
o
3 | Creck One Presort Veritication Per- | Date Mailer Notified Contact By (initials)
hs 0 Verif. Not Scheduled 0 formed se Scheduind
% - Round Stamp (Required)
D |1 CERTIFY that this mailing has been inspected concerning: 1} eligibility for the rate ot postage claimed; 2) proper preparstion
{and presort where required}; 3)mwm'ofﬂnmdmm;mupwmtomnmwannualfeo.
Signaturs of Weigher Time AM
Q : -
L~ ’ '#'
PS Form 3802-R, Janusiy 1991 ~eD Finencial Document - Forward to Finence Otfice




' Form 3602-R — Third-Class Regular Rate — Permit Imprint

Postage Computation — Bulk Rates

? Entry Presort: Entry Presort: ;
Discount Automation Net Count Discount Automation Net Count '
[ ¢ Anv) Discounts Rate PcsiLbs) Charge (f Any) Discounts Rate Pcs'Lbs) Charge ]
;
Non-Automation-Compatible Letter '
: Automation-Compatible Letter {DMM 520) .2067 Ib. (3.3067 oz.) or less %
None Saturation WS .124 x pcs.= $ None Saturation W/S 124 x pcs. = 3 i
Carner Route 131 x pcs.= $ Carrier Route L) I - | - T R — i
. 5.-Digit S8arcocea .146 % _pcs.= $ 3/5-Digit Presort  .185 % _ ocs. - 3 \
) 2.Diqit Barcoged .154 x pcs. = § Basic 198 ~ oCs. = $ i
! 3 5-Digit ZIP + 4 .161 x pcs.= $
i 3 5.DigitPresort 165 x____ .. pcs.= $
i Basic Barcoded .179x_______  _ __pes.= §$ ____
E Basic ZIP ~ &4 .189 x pcs. = $
i Basic .198 x pes.= $
; BMC Saturation W/S A12x_ ___ pcs.= S __ BMC Saturation W/S 12~ pcCs. S
i Entry Carner Route 119 x pcs. = $ Entry Carrier Route M9 ~_____  pcs.= S __
i 5-Digit Barcoded .134 x pes.= § 3/5-Digit Presort 153 %______ pes.= S
i 3-Digit Barcoded .142x________ pcs. = $ . Basic 18 x_______pcs.- S
! 3/5-Digit 2IP + 4 .148 x pcs.= $
“ 3,5-Digit Presort .153 x pes.= $
: Basic Barcoded 167 x pcs.= $
. Basic ZIP + 4 177 x pcs.= $
= Basic 186 x acs.= $
tscF Sawratonwis 107 x pes.= $ | sScF  SawrauonWsS 07 x T
. Entry Carner Route 114 x pcs.= $ Entry Carrier Route R I sCs.= $
: 5.Digit Barcoded .129x___ .pcs.= S 3/5-Digit Presort 148 x nes.= $
! 3.Digit Barcoded 137 x ________pCs. = s Basic <81 -« Jcs. = $ _
3/5-Digit ZIP + 4 .144 x pcs.= $
3/5-Digit Presort 148 x_______ _______pCs. = s
Basic Barcodea 162 x pcs. = §
Basic ZIP + 4 172x_ __pes.= S ____
Basic 18y x _____pcs.= S
DDV Saturation W/S 102 x pcs. = S DDU Saturation W/S 102x______  pes.= S .
Entry Carrier Route 109 x pcs. = & Entey Carrier Route .109 x fo1o1- T
§ Total - Part A {Carsy to front of form} - Total - Part 8 {Carry to front of form) >
| - Aill Mail - More than .2067 Ib. (3.3067 oz.)
i Nonletter - .2067 Ib. {3.3067 0z.) or Less But less than 1.0 Ib. (16.0 oz.}
None Saturation W/S 127 x pes.= $ None Saturation W/S 003 x nes. =~ §
sarrier Route 142 . ses.= S pius 800 » =S e
3/5-Digit Presort 187 x_______________pcs. = $ Carnier Route D8~ pes. s b
Basic 233x_____ pcs.= S plus 500 % s, = 8 __
3/8.Digit Presort  °G3 - . 5CS. - i ‘
' plus 600 < ___ . bs. = $ __ i
H Basic 109 x___ 0 ocs.= $__
‘3 plus 600x______bs $
. BMC Saturation WsS 118 x_______pes.= S BMC Saturation W/S 003 x___ ___ pes.=§
Entsy Carrier Route 30 x_____  pcs.= S Entry plus 542 x ___ ____9S. = S
i 3/5-Digit Presort 176 x ______pes.= S Carrier Route 018x_______pes.= S
Basic 22V v pcs.= S plus 542~ ons - S
3/5.Digit Presort 063~ 3CS. s _____
plus 542 »« ____ S s _
Basic W09 x_____ pes.= S __
plus LYV L T P —
SCF Saturation WS .110 ~ pcs. = § SCF Saturation W'S 003~ ____ pes.= S
Entry Carrier Route 12x_______ pes.= S Entry plus 519 x____ bs. - S __
3/5-Digit Presort 170 ¥ ocs. = $ Carrier Route o8> . pes.=S__
Basic 2%6x_______pes.= S plus 519« 5Ss. s __ .
3/5-Digit Presort 063 pCS. - S i
plus 818 «___ibs. - s |
Basic BT I B - T P —
plus B19x . bs. -y
DDU Saturation WIS .105 x . peS.= S DDU Saturation W/S 003 x ocs. + 5 __
Entry Carner Route 120 x pcs. = § Entry plus 496 x ___ _'bs. S
Carrier Route 028x_______pcs.:= i ___
plus .496 x ns P,
Q
E MC Total - Part C {Carry to front of form) $ Total - Part D {Carry to front of torm) R —

X -
rS Form

3602-R, January 1991 (Reverse)

~ s e

BEST COPY AVAILABLE




BEST GOPY AVAILABLE

- Statement of Mailing with Meter or Precanceled Postage Affixed
. Bulk Third-Class Mail (Reguiar or Nonprofit Rates)

-

NITED STATES

= ISTAL SERVICE

Method of Payment
~ Meter Postage
_ Precanceled Stamps

MAILER: Complete all items by typewrter, pen. or indelible pencit. Prepare in duplicate if you need a receipt.

{ Post Office of Mailing Date Processing Category USPS Authonzed Mailing ID Codets}
i (DMM 128)
> " YP— s " Letters
| ermit No. ailing Statement Seq. No. " Flats
! Machinable Parceis
'1 Permit Holder's Name {Telephone Number Receipt No. Irreguiar Parcels
| & Address . Quiside Parcels
unctude ZiP Code}
g No. Sacks No. Trays No. Pallets No. Other
3
5 Weight of a
I Single Piece 4 —— e e —_ pounds
‘: Authorized to use nonprofit rates? (DMM 625)° Total Pieces in Maiting Total Weight of Mailing Sacking Based on
'§ . Yes . No . 125 pcs. . 15 ibs. . . Both (DMM 641}
<
< | Name & Address of tndividual or Orgamzation for Name and Address of Mailing Agent* Check All That Apply (USPS Only)
Which Mailing 1s Prepared {If other than the permit holder)
{If other than the permit holderl -
iJ Centralized Postage Payment
J Plant Loaded to
3 Plamt Varified Drop Shipment to
2 DMM 144.8 Drop Shipment to
2 Entered 8t
1 Orig. 3 Dest. A/O 2IP
Authorized to use nonprofit rates? (DMM 625)° .2 Orig. = Dest. SCF 3D 2P
ves No J Orig. T3 Dast. BMC
o For bulk matiings of automauon-compatible letter-size preces {(see DMM 620) go to Part A on the - ) A $
reverse of this form. 3 art
* For bulk matlings of non-automation compatible letter-size pieces {see DMM 128) weighing n
c 2067 Ib. (3.3067 oz.} or less (or .2082 Ib. {3.3314 oz.) or less for nonprofit), go to Part 8 on the v @ Part B $
5 ) S ® ar
= reverse of this form. 8 o
45 o For butk mailings of non letter-size pieces {see DMM 128) weighing .2067 Ib. (3.3067 oz.) or less 2 > >
g tor .2082 ib. (3.3314 oz.) or less for nonprofit), go to Part C on the reverse of this form. a c; Part C $
8 o For bulk maiiings of all pieces (see DMM 128) weighing more than .2067 Ib. (3.3067 oz.} for .2082 S
Ib. {3.3314 oz.) for nonprofit) but less than 1.0 Ib. {16.0 oz.), go to Part D on the reverse of this [ D
© = Part $
> form.
[
8 | single-Piece Rate . or Additional Postage Payment No. Pieces  |Rate/Piece s
@ | (State reasons for Additional Postage) ¢ R
Is additional bulk pound rate paid by permit imprint? (3602-R or N required) Y N
———————p
. —— — Total Postage $
Postage affixed at (Check one) .= Correct Rate . Lowest Rate 1. Neither (DMM 661.324)

[

! * T signature of a mailer certifies that: (1) the mailing does not violate DMM 625: (2} oniv the mailer's matter is beina maiied: (3! this is not a cooperative
mailing with other persons or organtzations that are not authorized to mail at speciai butk third-class rates at this office; {4) this Maiung nas not been UNGEertaken
by the mailer on behalf of or produced for another person or organization not authorized to mail at special bulk third-ciass rates at this otfice: and (5) it will be
liable for and agrees to pay, subject to appeais prescribed by postal laws and regulations, any revenue deficiencies assessed on this mailing. whether due to
a finding that the mailing is cooperative or for other reasons. {if this form 1s signed by an agent, the agent certifies that it 1s authonized to sign this statement.

_5 that the certification binds the agent and the nonprofit mailer, and that both the nonprofit maiier and the agent will be liable for and agree to pay any deficiencies.)
@
é’ The submussion of a false. fictitious or fraudulent statement may result in imprisonment of up to 5 years and a fine of up to $10.000 {18 USC 1001). in addition,

. = | a civit penaity of up to $5,000 ang an &additional assessment of twice the amount falsely claimed may be imposed (31 USC 3802).

-

1 hereby certify that all information furnished on this form is accurate and truthful, and that this material presented qualifies for the rates of
postage claimed.
Signature of Permit Holder or Agent {Both principal and agent are liable for any postage deficiency incurred) Telephone Number
Single Piece : ) - lare the figures st left adjusted from madier’s entries? O Yes JNo
Weight N — . T | [FEEYISCT PRee
=
c
% Check One Presort Verification Per- Date Mailér. Notified Contact By {Initials}
21 0 Verit. Not Schaduled T formed ss Scheduled e, T T

(63 ) . .. .. . . Round Stamp {Required)

] lCERTIFYMmmmmmm:.l)WMﬂnrmofwdwz 2) proper preparation

3 | (and presort where required); 3) proper compietion of the statement of mailing; and 4) payment of the required annuai fee.

Signature of Weighet ' Time AM
\)4 ] . R ) ’ LT “ ’ ;*
ERIC ' | -
2 f
FS Form 3602-PC, January 1991 Financisl Document - Forward to Finance Office




BEST COPY AVAILABLE

Form 3602-PC — Third-Class Regular or Nonprofit Rates — Postage Affixed
Postage Computation — Bulk Rates
Entry Presort Entry Presort/
Discount Automaton Net Count Discount Automation Net Count
tf Any) Discounts Rate {Pcsitbs) Charge {tf Any) Discounts Rate {PcsiLbs) Charge
Non-Automation-Compatible Letter .2067 Ib. {3.3067 oz.) or less
Automation-Compatible Lettar (DMM 520) {.2082 Ib. (3.3314 oz2.) or less for nonprofit)
None Saturation WIS x pes.= $ Nons Saturation W/S x pcs. = §
Carrier Route x pes. = $ Carrier Route x pcs. = $
5-Digit Barcoaed x pes. = § 3/6-Digi:. Presort x pes. = §$
3.Digit Barcoded x__ o pes.= $___ Basic < pes.= §
3:5-Digit ZIP + 4 . x__ . _pcs.= S __
3/5-Digit Presort x__ . pes.= S __
Basic Barcoded x pcs.= §
Basic ZIP + 4 x pes.= $
Basic x pes.= §
BMC Saturation W/S x pcs.= § BMC Saturation W/S x_____pcs.=S_____
Entry Carrier Route x____ _pes.=S$__ Entry Carrier Route x __ o pcs.= & _
5-Digit Barcoded x__ . pcs.=$___ 3/5-Digit Presort x pes.= §
3.-Digit Barcoded x__ . pes.= S ___ Basic x____pes.=S$_
3/5-Digit ZIP + 4 . x___ . pes.= S$__
3/5-Digit Presort x____ _ pes.=$__
Basic Barcoded x__ . .pes.=S$____
Basic ZIP + 4 % pes. = §
Basic e pCS.=
SCF Saturation W/S x_ o pes.= S _ SCF Saturation W/S x__ = pes.= S5 __
Entry Carrier Route P - N S — Entry Carrier Route x pes.= §
5-Digit Barcoded x____  pes.= S 3/5-Digit Presort P . 1o N S —
3-Digit Barcoded X____ pcs.= S ___ Basic x pes. = $
3/6-Digit ZiP + 4 . x______ pcs.= 8 ____
3/5-Digit Preson x__ _ pes.=&
Basic Barcoded P oL S ——
Basic ZIP + 4 < pes. = $§
Basic P . 1o T —
Doy Saturation W/S x___ o pes.=S5 DDV Saturation W/S X___  _pcs.=S____
Entry Carrier Route x pes.= §$ Entry Carrier Route x pes.= $
Totai - Part A (Carry to front of form) S Total — Part 8 (Carry to front of form) S
All Mail - More than .2067 1b. {3.3067 oz.}
(.2082 1b. {3.3314 oz.} for nonprofit) but less than 1.0 ib. (16.0 oz.)
! Nonletter - .2067 Ib. {3.3067 oz.} or less Enter the applicable rate epplied to each piece computed as described
{.2082 ib. {3.3314 oz.) or iess for nonprofit) in DMM 611.242 v
None Saturation W/S X pcs.=§ None Saturation W/S . x pes.= &
Carrier Route N pes. = § e Carriar Route . ® pes.= §
3/5-Digit Presort < pCsS.= S 3/6-Digit Presort . x pes.= §
Basic P o ot L S — Basic . PO - N S —,
BMC Saturation W/S . X pCS. = e BMC Saturation W/S . P . T~ NN I ——
Entry Carrier Route . x_ o pecs.= & Entry Carrier Route . PO oL N P —
3/5-Digit Presort . X pcs.=85_ 3/6-Digit Presort X pcs. = §
Basic . x pcs. = § Basic x pes. = $
SCF Saturation W/S x pes. = § SCF Saturation W/S x pcs. = §
Entry Carrier Route A pes. = § Entry Carrier Route . x____ __ pes.=$
3/5-Digit Presort x pes. = § 3/6-Digit Presort . % pcs. = §
Basic % pcs. = $§ Basic 3 pcs. = $
DDV Saturation W/S . 3 pcs. = § oDU Saturation W/S . X pcs. = §
Entry Carrier Route . x pes. = $§ Carrier Route . x pcs. = §
2Xx) 9
~ o
Q
E MC Totat - Part C {Carry to front of form) L Total - Part D (Caery to front of form) L,

PS Form 3602-PC, Januery 1991 (Reverse)




READING

Read the "Mailer'’s Information" column on the form for third-
class mail (nonprofit rates only), then answer the questions.

\.'ll”nll

1 Statement of Mailing with Permit Imprints
; Third-Class Mail (Nonprofit Rates Only)

MAILER: Compiete il items by typewriter,

n, 07 indelible pencll. Prepare in dupiicate if you need » receipt.

Post Office of Maiing

S.E. GMFE

Processing Category
DMM 128}

Permit No.

432/

X Lonars
2 Flats
O Machinable Parcels

Permit Holder's Name | Telaphone Number
& Address
{include ZIP Code}

30 trraguler Paccols
0 Outside Parcels

USPS Authotized Maiiing (D Codels)

0. Sacks No. Trays No. Pallets No. Other

H VAL gqueer 2
£ eight of
g ingle Piece — . a—w—— . POUNS
I Aumonzod mﬁﬁn mn’ (OMM 625)° Total Pieces in Maing Tots! Weight of Maiting Sacking Besed on
5[ Xy 525 X 128 pes. T 15 1bs. O Both (OMM 641}
; Nasme & Add of | dual or Org for Name and Address of Mailing Agent® Check AN Thet Apply (USPS Onily)
Which Mailng is Prepated (If other then the permit holder}
1if other than the permit haider) Adf MA{LM ac ized Postage Pay
?,5? /éﬁgt 23 Plant Loaded to
z T Piant Verified Drop Shipment to
‘5F %/0_3 3 BMAU Entry ot
3 Orig. O Dest. A/QO 2P
Authonzed to use nonprofit retes? (DMM 825)° Q3 Orig. O Dest. SCF 30 2P
i Yes O No Q3 Orig. D Dest. BMC
* For bulk mailings of autemetion-compatible lettar-size preces (see DMM 520). go to Part A on the - Part A $
reverse of this form, !?
B | T o i e e s e WM 1201 wighiog 2062 | o 's | Pante |8
2 8. {J evel g
S |« For buik masings of nen letter-size pieces (see OMM 128) weighing .2082 b. (33314 ez or less, | 2 H >
8| 9010 Part C on the reverse of this form. 4 PartC | §
G | '+ For buk msitngs of el pieces (see DMM 128} waighing more than .2082 . (3.3314 ez.) But 5
§ fess than 1.0 . (16.0 e2.). 9O 10 Part D on the reverse of this form. & PartD | $
3 [ Single Prece Rete D or Additional Postage Pay Mo Pieces [RawerPiece | s
o 1 {State for A L 9 ' o — n
la‘ avp:cobb bulk per ﬁ..;'::" affixed to each piece? (Form 3802-PC required) Total PO'tlg. » $
1. what’s the nonprofit organization and what’s its address?
S§.F. Museum of Modern Art Fort Mason Building A
(Oriental Gallery) S.F. CA 94123
2. What’s its permit number?
3. This nonprofit organization is the permit holder.
True False
4. Is it authorized to use nonprofit rates?

Yes ___No

25U

<o




Q

ERIC

Aruitoxt provided by Eic:

WRITING

Read the instruction and sample letter. Fill out the "Mailer’s
Information" on the form.

Tony has to send 575 letters with permit imprint indicia for
San Francisco Art Directors Club at the SFGMF on 3rd Street.
The Art Directors Club is authorized to use nonprofit rates.

San Francisco

Art Directors Club

555 Market Street

san Francisco, CA 94102

- Statement of Mailing with Permit Imprints
.  Third-Class Mail (Nonprofit Rates Only)

E——
BN
MAILER: Complete all items by typewriter. pen, or indelible pencll. Prepare in duplicate i you need e receipt.
Post Office of Mavng Date Processing Cetegory USPS Authorized Matking 1D Codels)
(DMM 128)
- O tetters
Permit No. Meiling Stetement Seq. No. OFats
O Machinsbie Percels
Permit Holder's Name | Teleph b ipt No. . O treegular Patcoels
& Address O Outside Parceis
{inciude ZIP Code)
No. Sacks No. Treys No. Pallete No. Other
8
®
E Weight of ¢
K3 Single Piece — e — POUNDS
c
‘@ | Authorized to use nonprofit retes? IDMM 625)* Totat Pieces in Mailing Totet Weigh' of Mailing Sacking Based on
3|0ves O No D 125 pes. O 15 tbs. O Both DMM 841)
g Name & Add of Individual or O:genizstion for Name snd Address of Mailing Agent* Check AR That Apply (USPS Only)
Which Mailing is Prepaced {if other than the permit holder)
it other than the permit hoider) 0 ized Postage P
O Plent Losded to
D Piamt Varified Drop Shipment to
D BMAV Entry ot
D Orig. D Dest. A/O 2P
Authotized 10 uss nonprofit retes? (DMM 625)¢ |0 Orig. D Dest. SCF 30 1P
0O Yes O No O Arig. O Dest. 8MC
® For bulk mailings of ewtematien-compatible letter-sise Pieces {see DMM 520), 9o to Part A on the P Part A $
teveres of this form. 3
o For buk maiings of nen-sutemation eompatibie ietter-sise pieces (see DMM 128) weighing .2082 B. '; Part 8 $
5| 33314 601 ories. 00 10 Part § on the reverse o this form. - -
S Fornm mailings of nan letter-sise piecas (see DMM 128) weighing .2082 . (3.3314 ez2.) o lees. E ; P c s
g 90 to Pert € on the reverse of this form. [ 4 £ art
O | ® For buk maitinge of ofl pieces (308 DMM 128) weighing mere then .2082 B. (3.3314 ez.) bt &
§ 008 than 1.0 B. (18.0 e2.), 9o to Part D on the reverse of this form. € PartD | ¢
§ Single Pisce Rate O or Additi ostege P No. Pieces :ﬂ.’iﬂ.‘. =%
& | (State ressone for Additional Puugo) R
s applicable bulk per piece rete stfined 10 sach piece? Form J002-PC required) Total PO“.Q. > Y
[J Yeos O No

Do
Qo
=t




READING

Read the following part of the form for Third-Class Mail at
nonprofit rates and answer the questions.

10

3.
4.

‘ Statement of Mailing with Permit Imprints
4. Third-Class Mail {Nonprofit Rates Only)

sueans

MAILER: Compiets oMl items by typewrites, pen, of

[ISPS Authorized Mailng 1D Codets)

Post Office of Maikng Dete Processing Cetegory
5.F. GMF /1[92 2%
Permit No. rMoiﬁne Stetement Sea. No.  [¥piue
4’52'/ O Machinable Percels
Parmit Holder's Naeme | Telephone Number Receipt No. J Irregular Parcels
& Addrese D Outside Parceis
gch;" Zﬁl:{Codc) Mm A‘Fé No. Sacks No. Trays No. Paliets No. Other
P Muselm ‘ ) ) )
§| _ OrIENTAL CALLAR _3
] §0FET44 -y -zgt(LD sm'r?.c: —t e — —m — POUNdS
‘::'. horized to use wom retes? (DMM 625)° Totel Pieces in Mailing Totel Weight of Maiking Sacking Besed on
3 N Yes TdNo 5&
3 [Nome & Adarass of indevidusi or Organizetion for Narme ang Rodress of Maiking Agent® ” ot

Which Mailing is Prepsred
(If other than the permit holder)

Authorized to uss nonprofit rates? IDMM 625)°

2 6
SEm

uf oth‘f then the permit holder)

Ahdag

3 C

Y

[3 BMAU Entry ot

74!09

zed Postage Pey
[J Plent Losded to
[ Plant Verified Drop Shipment to

[J Orig. O Dest. A/O ZIP
[0 Orig. D Dest. SCF 30 ZiP

125 pes. O 15 1bs. D Both (DMM 641)

Ovaes d No Orig. O Dest. BMC
o For buk iale lotter-pise pieces (see DMM 520}, go to Part A on the s Part A $
raverse of this form. 2
&a
c | * For buk maiings of nen-autemation Ietter-size pieces (see DMM 128) weighing .2082 b, © Part B $
o {3.3314 02.) or toss. wto'mlonthnmonmmm § 5 >
-4 -
-3 o For bulk maiiings of aon letter-size pieces (see DMM 128) weighing .2082 Ib. (3.3314 o2.) o1 Jose. -4 é P c $
g 90 to Part C on the reverse of this form. a § art
S |» For bulk mbilings of sk pieces (see DMM 128] weighing mere than .2082 . (3.3314 e2.) i 2
§ feos then 1.0 b, {16.0 2.}, 9o 10 Part D on the reverse of this form. v PartD | ¢
‘é Single PnconnoDu‘ itional Poscege Pey No. Pieces :oum«:o =%
o | (State for A Postage) Ry
[{ o st t h piece? (F 3602-rC ired) >
l;.vwﬁcwbhﬁwu;c':ootﬂlnd 0 sach piece? (Form requit Total POSthC $
{1

1. what’s the date?
2.

a) What are mailed?

Letters

Flats

b) How many pieces are there in total?

c) Are they in sacks?

d) How many sacks are there in total?

e) How many pieces are there in each sack?

Is there a mailing statement or receipt?

Who is the mailing agent? What’s its address?

V)
QD
A

Parcels




Q

ERIC

Aruitoxt provided by Eic:

11

WRITING

Read the instruction and fill out Mailer’s Information.

Tony has to send 1,250 pieces of 9.5 x 4 cards with permit
imprint indicia for Sierra Club at the post office at 3rd
Street (SFGMF) on May 19, 1992. The cards are in sacks, 125
pieces or more per sack. There are 6 sacks in total.

Sierra Club is authorized to use nonprofit rates. 1Its
permit number is 16531. 1Its address is 730 Polk Street, San
Francisco, CA 94109. :

Statement of Mailing with Permit Imprints

Y. Third-Class Mail (Nonprofit Rates Only)

SR
MAILESR: Complete all items by typewriter. pen, or indelible pencll. Prepere in dupl # you need e receipt.
Post Office of Mading Dete Processing Cetegory USPS Authonzed Maing 1D Codeis}
OMM 128}
Porr p—Y O Letters
ormit No. Mailing Stetement Seq. No. O Fiets
O Mach Paccels
Parmit Holder's Name | Telephone Number Raceipt No. O lrreguisr Pascels
& Address O Qutside Parcels
{include ZIP Code!)
c No. Sacks No. Treys No. Paliets No. Other
2
E Waight of ¢
8 Single Piece ¢ e o e — POUNdS
€
‘o | Authorized to use nonprofit retes? (DMM 625)° Total Pieces in Mailing Total Weight of Maiting Sacking Based on
§|0Ye O No 0O 125 pes. O 15 ibs. O Soth (DMM 641)
; Name & Address of Individual or Organization for Name and Address of Mailing Agent*® Check Al That Apply (USPS Only)
Which Maitng is Prepared if other than the permit hoider)
(If other than the permit holder) oc ized Postage Pey
) 2 Plant Loaded to
O Piamt Verified Drop Shipment to
O BMAU Entry ot
O Orig. O Dast. A 2P
Authorized to use nonprofit rates? (DMM 625)¢ 0O Orig. O Dast. SC 30 2IP
O Yes 0O No O Grig. O Dest. 8MC
® For bulk mailings of spatible letter-oise pieces (see DMM 520), go to Part A on the _ Part A $
reverse of this form. §
_ | ¢ For bulk maings of men-sutomastion competibie letter-size pieces (see DMM 128) weighing .2082 ®. g Part B $
K (3.3314 oz.) o lose, g0 to Pert 8 on the reverse of this form. § 4
>
£ | » For buik maings of nen letrer-size pieces (see DMIM 128) weighing .2082 1. (3.3314 e1.) o less, § é P c $
2 | go to Part C on the reverse of this form. o art
ol fubukmﬂhgao'dmtmbw12!)*%0.0”.20‘2..'(1.3314“.)” S
' foss then 1.0 1. (18.0 e1.). go to Pert D on the reverse of this form, 1= PartD | 8
Single Piece Rate O or Additional Postage Pevment No. Pisces  [Rate/Piece ~ s
& | (Stats ressons for Additional Postage) f
te apphicable bulk e rate stfined to sach piece? Form 3602-PC requited) )
par place « plac Total Postage ——— | ¢
O Yes 0 No
*The signature of ¢ mailer centitien that: (1) the mesling does not violste DMM 825; (2} only the maller's matter is being maitod; (3] this is not e cooperetive
making with other persons or organizations thet ace not authorized to mail st specisl bulk third-class retes st this office: (4) this mading has not been undertaken
by the mailer on behalf et or p d for PErson of ofY ion not authorized 10 mall st special bulk third-cless rates at this office: and (5) it will be
Kable for and agress to pay. subject to s by postat laws and reguisti any » on this malling, whether due to
o finding that the mailing is cooperative of for other ressons. [if this form is signed by en egent, the agent cortifies that it ie authorized! 10 sign this etatement,
5 thmﬂtnmmmmmmmm.mwmmmnmmtmwwuumluwwtouymukm.)
-
§ The submission of ¢ feise, o f . may result in imprisonment of up 10 5 yesrs and ¢ fine of up to $10,000 (18 USC 10011. in addition,
g o civil penaity of up to 95,000 snd en sdditional evessement of twice the {slesly may be 31 USC 3802,
[x]
lwmmummuumum.‘.mmu.mmmmmwmmmmnu
postage cleimed,
Signature of Permit iolder of Agent (Both principsl and sgent are kisble for eny postage deficiency incurred) Totephone Number

SEST CGPY AVAILABLE
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ERIC

Aruitoxt provided by Eic:

LISTENING

12

Listen to the dialogue and £fill out Mailer’s Information.

Statement of Mailing with Permit Imprints
Third-Class Mail {Nonprofit Rates Only)

e ]
SN
MAILER: Complete off tems by typewriter. pen, or indelible pencl. Prepace in duplicate if you need e receipt.
Post Dffice of Mailing Date Procassing Catagory USPS Authorized Maiting 1D Codais)
{OMM 128)
- 3 Letters
Parmut No. Msiling Statemant Seq. No. 3 Flats
3 Machinable Parcais
Permit Holder's Nama | Tatephone Number Raceipt No. O treegular Parcels
& Addrass 2 Outside Parcal
{include ZIP Code) - areel
No. Sacks No. Trays No. Pallets No. Dther
s
®
£ Waight of &
K] Sinnle Piece —_—t — e e —— pounds
=1
‘e | Authorized to use nonprofit rates? (DMM 625)° Total Piecas in Maiting Total Waight of Maiting |Sacking Based on
% | O ves O No 2 125 pes. 33 15 Ibs. O Both (DMM 641)
S [ Neme & Addrass of Individusl o Drganization for Nama and Addrass of Mailing Agent* Check AH That Apply (USPS Only)
b3
Which Mailing is Preperad {if other than the permit holder)
(i othar than the permit hoider) ac Postage Pay
0 Plant Losded to
J Plant Varified Drop Shipment to
- J BMAU Entry at
D Drig. T Dast. A/D ZiP
Authorizad to use nonprofit rates? (DMM 625)° 2 Drig. O Dest. SCF 3D ZiP
{1 Yas J No T Drig. 3 Dast. BMC
* For bukk gs of lon-cempatibie letter-siae pieces (see DMM 520, go to Pert A on the - Part A $
ravarse of this form. '§
* For bulk mailings of nen-automation cempatitle letter-size piecas (see DMM 128) waighing .2082 Ib. ° ‘2 Part B $
5 (3.3314 02.) or less, go to Part B on the reverse of this form. e g
e »
§ * For buk mailings of non letter-size piecas (see DMM 128) waighing .2002 Ib. (3.3314 o2} or less, 'é - [ $
£ | 90t Pert Conthe reverse of this form. a & art C
8 ¢ For bulk mailings of all piecas (see DMM 128) waighing more than .2082 1. (3.3214 oz.) but S
% fess then 1.0 1. (16.0 e2.), go to Pert D on the ravarse of this form. L PartD | $
@ | single Piece Rats O or Additional Postage Pay No. Pisces  [RutafPiecs $
& | (Stata ressons for Additionsl Postage) ' 7

Is applicable bulk par pieca rate affixed 10 esch pieca? (Form 3802-PC required)

0 Yes

ONo Total Postage ————— | ¢

Certification

*The signatura of a mailer cartifies that: (1) the mailing does not violata DMM 625; (2} only the mailer’s matter is being mailed; (3) thia is not @ cooperativa
mailing with other persons or orgenizations that ara not suthorized to mail et specis! bulk third-class ratas at this office; (4) this mailing has not been undartaken
by the mailer on behaif of or prod for Person of organization not ( to mail at specis! bulk third-class r
tiable for and sgress to pay. subject to eppesis prascribed by postsl lawa and G any i L on this mailing, whether due to
@ finding that the mailing ie ive or for other - (If thia form is signed by an agent. the agent cartifies that it is suthorized to 8ign this statament,
that the centification binds the agent and the nonprofit mailer, snd that both the nonprofit maiter and the agent will be liable for and agree to pay sny deficiencies.)

at this office; and (5) it will be

The

@ civil penalty of up to $5,000 and sn additional assessment of twica the falsaly clai may be i (31 USC 3802).

of e faise, fictitious or h may rasult in imprisonment of up to 5 yaers snd e fine of up to $10,000 (18 USC 1001}, in addition,

lh«obymnymndhmmﬂmwmmh'mhmowmm.mmmhmaqummodwdnm'uﬂnmuo'
claimed

postege

Signatura of Permit Holder or Agent (Both principe!l and agent ere lisble for any ich L d) Talephone téumber

34 BEST COPY AVAILABLE
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RIC

Aruitoxt provided by Eic:

READING

Compare the following 3 parts of different forms. Are
same or different? Point out the differences.

they the

‘ [Wiethod of Payrent
1 Statement of Malling with Meter or Precanceled Postage Affixed | 1 pmyter Postage
= Bulk Thied-Class Mall (Regular or Nonprofit Rates) ) Precanceled Stemps
MARLER: Cmunmwmm«mumw Uumaﬂbwmmnuwn
Post Ottce of Madng USPS Avenensed Meding 10 Codeinl
|ote 170
Porma Mo Muhng Stsament Sog. Mo. gm
fu] Porcels
Cocmat Helder's Nomw | Tolaphers Nurber }mu O troguier Parcels
& Adeross 0 Quande Parcots
Sackuie P Codal
Mo. Sacks ‘[nmt.m Mo. Paitoss r.on
W of »
i Single Pisce e e e pounds
X | Avshonced te van aenprele raves? OMM $251¢ Tanal Proces in Medng: | Tacsl Woght of Moding Sachung Gosed on
2jave QNe D 126 pcs. O 15 e, O Sesh OMM 641}
i Nomw & Addross of ledrvuiuel or Orgarutovon for eme end Aderens of Modng Agern* AR Thet Agply R8PS Owly)
‘Which Meilng 19 Prepered 8¢ eaner than e parenst Moldect
 athor than the peemat heidert O Convotted
0 Pore Losded ¥
O Pumt Vorked Drop Shipment v
) DA 144.0 Drop Shipment t0
O SMAL Gwry at
O Orig. O Deat. AO 2P
Avthorived %0 use nenproint ratve? DMM §281¢ O Orig. O Dost. SCF 30 DF
O Yee Ome O Orig. O Dewt. SMC
1 Statement of Mailing with Permit Imprints
2X.: Thiud-Class Mait (Regular Rates Only)
LWL
MARER: oA oma by muwﬂ Propars in duglicats i you nesd @ receipt.
Post Othee of Madng Precesnng Cotegery USPS Authensed Medng 10 Codels)
DM 1201
Purrat Mo Maing SLatement Soq Mo g::::‘
ta] Parcels
Porma Halder's Nome | Telophons Number Moot No. L e tue Pascoln
e Cotel T Ovteude Parcole
8 m.mJno. Teoys [ e, Polens Ino,w
®
£ [ Wegt ol 8
2 Sewple Prce — e o o POUNR
- Totel Praces in Medmng Torel Woght of Maskng Sachng Based o
i 7128 pcs. O 15 e, T Beth WM 841}
F [ Name & Adtross of indrvduel or Organioven for mumuu‘m [Chach AS Thet Agely UBPS Onty)
Wiwch Meding s Prapersd At oty Then The pormet holger)
H other shen the pormil hider) O Contralised Pustege Poymont
O Pt Losded %
O Pl Veriiug Drop Shawaent v
3 SMA Saery ot
O Ong. 0IOemt. AO P
O Org. O Oeet. $CF 30 29
O Ong. O Dewt. BC

P

Statement of Malling with Permit Imprints
Thicd-Class Mail (Nonprofit Rates Only)

L
MALIR: ol homa by pon, or indeiible genel. Prepere # you nees @ reeeipt.
Poot Othce of Medng Dot USPE Awthorded Madng 10 Cogeis)
O 1200
Cietens
Pormn Wo. (Mating Suasement $08 0. |- gieq
T Mectwnobie Parcels
Pormin Molder's Neme Itmnm Recowt Mo, D Ireguier Pactens
& Agerese O Ovnde Porcom
Snchuse DP Codsi
Mo Saeks ‘b!’m Mo Pulere lm.w

Auvhorieed s use nergroM reren? OWM $281°
O Yes [=} 3

055

Weunt ot o
Bingte Praee — o w—— POUNGS
Avanented 10 wie nonprefit rates? DMM $280¢ Total Posss in Meting [ Totel Weoght of Moitng Sactmg Bosed on
O Yee Owne = 128 pes. O 15 88, D Borh MM $41)
i Noma § AGtroes of tndhvidusi or Qrgaruretion for Name ond Addroea of Makng Agam* [Choot Al Thin Agsly RUBPS Owiyl
Which Meling n 1 ovhee than the pormit heddect
1 @atur than B pormn holer) 2 Correbans Pastoge Poymant
) 3 Plam Losded t0
0 Plere Verifind Orep Shagrnon o
S DAY Sy &

0 Org. O Dem. AQ D@
0 Omg. O Desr. 5CF 30 2
3 Ovg. O Den. BC

13
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UNIT 2: INTRODUCTION TO FORMS FOR
BULK BUSINESS MAILING (II)

VOCABULARY : automation-compatible letter-size
non-automation compatible non letter-size
more less single
more than less than additional

READING

Section I, II and III follow the same instructions for
Third-class Mail (Nonprofit Rates Only) postage computation.
Read them carefully and answer the following questions.

I.

* For bulk mailings of automation-compatible letter-size
pieces, go to Part A on the reverse of this form.

* For bulk mailings of non-automation compatible letter-size
pieces weighing .2082 1lb. (3.3314 oz) or less, go to Part B.

* For bulk mailings of non letter-size pieces weighing
.2082 1b (3.3314 o0z2.) or less, go to Part C.

*+ For bulk mailings of all pieces weighing more than .2082 1lb.
(3.3314 oz.) but less than 1.0 1b. (16.0 oz.), go to Part D.

C==

T 8COTH
1927 THRUSH RULG
RESTON VA 221914713
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II.

A - automation-compatible letter-size .2082 1b. or less
(3.3314 oz.)

B ~ non-automation compatible letter-size .2082 1b. or less
(3.3314 oz.)

C - non letter-size .2082 1b. or less
(3.3314 oz.)

D - all mail .2082 1b. - 1 1b.
(3.3314 - 16 oz.)

I1I.

HWeight /No---bPart D
3.3314 oz.

No~--—Part C
or less \\‘Yes--—oLotter size‘//,

*No--—+Part B
///’non-nntOlation
Yes—-—Automation Compatible
Compatible .

AY
\
~

‘Yes--—’Part A

* No mailings through Ace Mailing go to Part A.

USING THE FLOW CHART:

1. Check weight: less than 3.3314 oz.? YES
3 0z. 9x6 2. Check size: letter size? NO -- Part C.

[ ]

1. Check weight: less than 3.3314 oz.? YES
2.5 0z. 11 x 5 2. Check size: letter size? Yes
3. Automation compatible? #*No -~ Part B.




Follow the flow chart and decide which Part for each piece.

l. 2 oz. 9ix 4 % letters
non-automation compatible

2. 3.12 oz. 8% x 3% letters
non-automation compatible

3. 0.2 1b. 8ix 3 % brochures

4. 2 0oz. 9 x 12 bank statements

5. 0.5 1b. 8.5 x 5.5 booklets

AN O
> G

O
o e
%o
-

8. 2.5 oz.
10 x 13

9. 1.2 oz.
8.5 x 11 brochures

10. 1.0 1b.
6.25 x 9 books

m

=5
0
o
o
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UNIT 3: STATEMENT OF MAILING
WITH PERMIT IMPRINTS
THIRD-CLASS MAIL (NONPROFIT RATES ONLY)

Use the for nonprofit mailing with permit imprints (indicia}.
For example:

permit holder’s name permit imprint indicia
¥ ]
P* SAN FRANCISCO Bulk mate
L" PERFORMING ARTS wanprofit org.
LIBRARY & MUSEUM U.S. Postage PAID
: ' Permit Mo. 158
san Francisco, CA

J. Smith
3530 Market St. #2
San Francisco, CA 94114

399 GROVE STREET
SAN FRANCISCO
CALIFORNIA 94102

permit holder’s address *It is non-automation compatible
letter size and less than 3.3314 oz.
(see your teacher’s sample)

1. Is the San Francisco Performing Arts Library and Museum a
aonprofit organization?

2. Are they authorized to use nonprofit bulk mail rates?
3. What’s their permit number?

4. Is the postage paid?

™
e
(&




Q

ERIC

TR A v vex: provided by ERIC

WRITING

Fill in Mailer’s Information on the form for San Francisco

Performing Arts Library and Museum.

(Each piece is less than

3.3314 oz. and there are 575 pieces in 2 sacks.)

18

Statement of Mailing with Permit Imprints

M. Third-Class Mail (Nonprofit Rates Only)

l’lllﬂﬂw
SO M
MAILER: Compiete sl items by typewrites, pen, or indslible pencll. Prepare in dupli H you need 8 receipt.
Pott Office of Meiiing Dete IProcessing Cstegory USPS Authorized Msing 1D Codels)
{DMM 128}
P No o S J Letters
'srmut No. Mailing Ststement Seq. No. ) Ftets
T Machinsble Psrcels
Permit Holder's Name | Telephone Number {Receipt No. T trreguiar Parcels
& Address I Outside Parceis
{include ZIP Code}
No. Sacks No. Trays No. Paliets No. Other
$
s
€ Waeight of 8
S Single Piece — b — - a— ——w POUNS
c
‘» | Authorized to uss nonprofit rstes? (DMM §25)° Totsl Pieces in Maikng Totel Waight of Mailing Sacking Bssed on
S | O ves O No 2125 pes. O 15 ibs. 3 Both (DMM 641)
§ Name & Address of individust or Orgamzetion for Nama and Address of Msiling Agent® Check Alt That Apply (USPS Only)
Which Mailing is Prepared (if othet than the permit holder)
{if other than the permit holder) ac Nzed Postage Pey
J Pisnt Loaded to
Z Pam Verified Drop Shipment to
Z BMAU Entry st
2 Orig. &1 Dest. A/O 2P
Authorized 10 use nonprofit rstes? (DMM 625)° J Ong. I Dest. SCF 30 ZIP
iJ Yes O No 3 Orig. O Dest BMC
@ For buk gs of lole lotier-size praces (see DMM 520), go to Part A on the - Part A $
reverse of thus form. 3
]
© For bulk maiings of nen-sutomation compatible letter-size pieces (see DMM 128) weighing .2082 Ib. o © Part 8 $
5 §3.3314 o1} or j0es. go to Part B on the reverse of this form. g E
= & [
g © For bulk mailings of non letter-size pieces (see DMM 128) werghing L2082 M. (3.3314 o2.) or fese. 1 2 c $
g O 0 Part C on the reverse of this form. a GE: Part
S 1@ For buik mailings of ofl pieces (see DMM 128) waighing more then 2002 W, {3.3314 o1.] but 2
| ees then 1.0, (16.0 o2.). g0 1o Part D on the reverse of this form. L3 PartD | ¢
Single Piece Rete T or Additi Postage Psy No. Pieces |Rate/Piece s
a ] {Stste for Addetional Postags) [ L =
[ icable bulk jece 1ate sffixcd to sach piece? (Form 3602- ired >
@ spplic per PIscCe 1 i piece PC required) TOtI' Postagc s
O Yas 0 No
*The signature of & maiser certifies that: {1) the maiing does not viciste DMM 625: (2] oniy the meiler's metter is being maited; (3} this is not @ cooparstive
meiking with other persons or orgsnizations thet are not suthorized to mail st specisl bulk third-Class retes et this office; (4] this Mailing hes not been underteken
by the mailer on behsif of or produced for person or org ion not ized to meil st spetisl bulk third-Cless rates st this office: and (5) it will be
lisble for and agrees to Pay. subject to sppesls prescribed by postsl fews and reguieti any icienci d on this meiing. whether due to
« tinding thst the mailing is Cooperetive or for other reesons. iIf this torm is signed by an agent, the sgent certifies thet it is suthorized 10 s1gn this statement.
§ that the certification binds the agent and the nonprotit Mader, and that both the nonprofit msiler and the sgent wiil be liable for and sgres to pay any deticiancies.)
-
;.9_. The submission of @ {aiee, fictitious or { . mey result in imprisonment of up to 5 years and e fine of up to $10.000 {18 USC 10011, In eddition,
g @ civil panetty of up to $5.000 and an additional sssessiment of twice the tatssly cloimed mey be imposed (31 USC 3802).
[¥]
lhonbywufyMllh(mbnmonmbfmbmuowmﬁ.ﬂﬂmwmuﬂmwmmmnd
postage cleimed.
Signature of Permit Holder or Agent (Both principsl and sgent are liable for sny ge deficiency d) Telephone Number

22U

BEST COPY AVAILABLE
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READING

Read the following part and circle words you don’t understand.
Ask the teacher what they mean.

Third-Class Nonprofit Rate -- Permit Imprint
Postage Computation -- Bulk Rate

(Part B)

‘Entry Presort/

Discount Automation et Count

(If Any) Discounts Rate (Pcs/Lbs) Charge

Non-Automation Compatible Letter

.2082 1b. (3.3314 ox.) or less

None Saturation W/S .071 x pcs. = §
Carrier Route 074 x pcs. = $
3/5-~-Digit Presort .098 x pcs. = $
Basic 111 x pcs. = §

BNC Saturation W/sS .059 x pcs. = §

Entry Carrier Route .062 x pcs. = §$
3/5-Digit Presort .086 x pcs. = §
Basic .099 x pcs. = §

8Cr saturation W/§ 054 x pcs. = $

Entry Carrier Route .057 x pcs. = §
3/5-Digit Presort .081 x pcs. = §
Basic -094 x pcs. = §

DDU  Saturation W/s .049 x pcs. = §

Entry Carrier Route .052 x pcs. = §

Total ~ Part B (Carry to front of form) $

* No "Entry Discount” applies to bulk mailings through Ace
Mailing. 8o, always go to "None" rates.




20
CENTS (¢) AND DOLLARS ($)

$1 = 100¢ $1.111
$0.1 = 10¢ I
$0.01 = 1¢ dollar
$0.001 = 0.1¢ cent
: 0.1 cent
$111.1 = 1.111¢
CALCULATION

Fill in the blanks.

1. $2 =_ 200 ¢ 6. $0.29 = ¢
2. $0.5 = ¢ 7. $0.111 = ¢
3. $0.08 = ¢ 8. $0.132 = ¢
4. $0.101 = ¢ 9. $0.146 = ¢
5. $0.198 = ¢ 10. $0.063 = ¢
HOW MUCH

Calculate the Basic rates.

For example: The total pieces in mailing is 200. The Basic
rate for each piece is $0.111. What’s the total
postage? $0.111 x 200 = $§22.2

1. §0.125 x 200 = 4. 19.8¢ x 575 = §

2. $0.098 x 250

5. 23.3¢ x 1,500 = §

3. $0.054 x 300

6. 4¢ x 2,350 = §

7. The total pieces in mailing is 650. The 3/5-digit presort
rate for each piece is $0.165.

8. The total pieces in mailing is 3,000. The 3/5-digit presort
rate is $0.063.

9. The total pieces in mailing is 575. The Basic rate is 10.9¢.

10. The total pieces in mailing is 250. The Basic rate is 9.4¢.

- 244




READING

Read the postage computation for nonprofit bulk rates.  Then
answer the gquestions.

Entry Presort/
Discount Automation Net Count
(If Any)  Discounts Rate (Pcs/Lbs) Charge
Non-Automation Compatible Letter
.2082 1b. (3.3314 ox.) or less
None Saturation W/S 071 x pcs. = §
Carrier Route 074 x pcs. = §
3/5-Digit Presort .098 x pcs. = §
Basic <111 x . - 575 pcs. = § 63.83
BMC  saturation W/s .059 x pcs. = §
Batry Carrier Route .062 x pcs. = §
& 3/5-Digit Presort .086 x pcs. = §
Basic 099 x pcs. = §
SCr  saturation W/s .054 x pcB. = §
Entry Carrier Route 057 x pcs. = $
3/5-Digit Presort .081 x pes. = §
Basic 094 x pcs. = §
DDU  saturation W/S .049 x pcs. = §
Entry Carrier Route .052 x pes. = §
Total - Part B (Carry to front of form) . $ _63.83

1. Is each letter (piece) less than 3.3314 oz.?
2. Are the lettefs on any entry discount?

3. Are they presorted?

4. What’s the net rate to send each letter?

5. How many letters are there?

6. What’s the total postage?

7. Do you have to write the total postage on the reverse side
of the form?

21
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WRITING

Read the instruction and fill out the form.

You need to send 250 brochures, 125 pieces per sack, for De
Young Museum at the post office at 3rd Street on May 25,
1992. De Young Museum is a nonprofit organization and it is
authorized to use nonprofit rates. Its permit number is
1234 and its address is 4321 Park Road,

San Francisco, CA 94111. Each brochure is 9.5' x 6"

oge . D N
Statement of Mailing with Permit Imprints
. o .
A%.. Third-Class Mail (Nonprofit Rates Only)
Suraas .
MAILER: Compiete sl tems by typewriter, pen, or indelible pencil. Prepare in duplicate H you need a receipt.
Post Office of Mading Date {Processing Category USPS Authorized Mailing 1D Codels)
{OMM 128}
i . O Letters
Permit No. Mailing Ststement Seq. No. O Fiste
O Machinable Parcels
Permit Holder's Neme | Telephone Number ipt No. O lrregular Parcels
& Address D Outside Parcais
{include Z2iP Cods)
P No. Sacks No. Trays No. Pallets No. Other
s
g€ Waight of »
K] Single Pisce — — — a—— POUNdS
C
: Authorized 10 use nonprofit rates? (DMM 825)° Total Piecae in Madling Totsl Weight of Mailing Sacking Based on
s |0ve O No D 125 pes. 3 15 tbs. 3 Both (OMM 641)
g Name & Address of Individual or Organization for Name snd Addrass of Maiing Agent® Check Al That Apply {USPS Onty) \
Which Mailing is Prspsred {tf other than the permit hokder)
(if other than the parmit holder) O ¢ dized Postege Pay
O Pient Loaded to
O Plant Varified Drop Shipment to
O 8MALL Entry st
O Orig. O Dest. A/O 2P
Authorized to use nonprofit rates? (DMM 8251° O Orig. O Dest. SCF 30 2IP
O Yes O No 3 Orig. 0 Dest. BMC
A -
Entry Presort/ on the (] Part A $
Discount Automation  Net Count 3
s f Any) Discounts Rate (Pcs/Lbs) Cherge ighing .2082 1b § 5 Part B $
e N
§. Non-Automation Competible Letter 4 o2.) or loss, 4 K] PartC | ¢
£ .2082 1b. {3.3314 oz.) or iess « € art
o Nens  Ssturstion W/S 071 x pcs. = ¢ or.) but 4
* Clrtier Routs 074 x pes. = & & PartD | ¢
3/5-Digit Presort 098 x pcs. = ¢ " "
‘g Basic 1M1 x pes. = & No. Pieces |l‘!nom =t
[ ¥
Total Postage ———— | §
—
BMC Ssturstion W/S 059 x pcs. = ¢
Entry Carrisr Route 082 x pcs. = §
3/5-Digit Prasort 088 x pcs. = §
Besic 099 pea. = ¢ * All the pieces are pre-sorted.
SCF Saturstion W/S 054 x pce. = §
Entry Carrier Routs 057 x pcs. = §
3/5-Digit Prasort 081 x pee. = &
Basic 094 x pce.= §
oby Ssturation W/S  .049 x pce. = ¢
Emry Carrier Route 082 x . pecs. = §

Total ~ Part B (Carry 10 front of torm)

Q

e 724 BESTCOPY AVAILARLY
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READING

Compare the following 3 parts. What are the differences?

Form 3602-N — Third-Class Nonprofit Rate — Permit imprint
Postege Computation — Bulk Rates

Procert/ ey Prosart!
Dwacount Avsompton Nt Coumt Dwecount Avemgion  Met Coumt
#t Any) Orecoums Aote Postbel Chirge " Any) Ducounts L Pcside) Chorge
Non-Avsomasion Compotivie Lovser

Automation-Compenible Lotser IDMM $20} 2082 0. (3.3314 oe.) & e

L] L wa Onx .o o Satursmen WA 07V x pey.o
Camer Rovie 0% ocs o Corrier Route O74 = pcs = ®
SOt Sarcoded 001 x see e ® 38-Dugit Present  .OM x ws.o
20wt Sarcoded .0 » peso $ Benic RUTEY ”s.o 8
IO IP o &4 OB x ses.o §

Vo £ 1 ocs.=
Besc Sorcaged  .OB4 * ocs.o §
Sosc DP + & 04 = s §
Bosc ans %R )

C ws O [ MC Sencamen WS 08 x POTSN

Gy  Comer Rovie 082 n [N Gry  Cormas Route 082 = pes.= §
SOt Borcoded 088 = XN 38Ot Proeert 006 x aet
3D Barceded O = [ X Besc K 2] pes.= §
NEOGRDP ¢+ 4 082 x [ )

W-Digt Present 008 = s.o §
Seoxc Barcoded 082 x s
Besc DP + 4 002 = »cs
Besc 008 - »es.

oCF w08 x ocs.= ¢ | o4 Sotwslen WA OB s st

Gy Comar fone 08T » [ R Gory Corriar Rote 087 »
SOt Sorcoded 084 x s = 0 HE-Owgt Present 081 =
3D Barcoded 07 » (SN [ = 004 x
D D¢ ¢ 4 £ = [Tl ]
28Opn 001 x »es.= ¢
Bavic Borcoded 077 x ”s -

Besic P « & 007 = wcs.= §
Besc 084 = oo §

oy WA 040 we o bou $ WA 040

Gory Carvier Roune K. 3 [ Gory Corrr Soure 082 »

Towt - Part A ICany to front of form) | S — Totad - Part § Carey 19 fromt of feva) | U S—

All Mol ~ Sare than 2082 0. (33314 e}

Nonlotoer - 3062 ®. (3.3314 oc.) o Lovs But 1oes then 5.6 . (18.0 ex.)

L] ws  073x [ I ] o WA 002 oo §
Camar foure 080 x s o $ ohus M [ "SEN
35Ot Prosent 111 & X Comae Rovee 009 x oce o $
Bamc A28 w [T [ ] Mix [ WO )

3Ot Presen .00 x o= 8
phae M e et
Besic O x ocs = §
ol M et
eC wa 00 x [T eC WA 002k [ SN}

Gy Camer Rowvae 088 x pcs o $ Sy ol 200 [TNCN
V5Dt Provert 089 = [ Comer fiovee 000 = os.o §
[ 3 Al X R phus 28I x e =t

WS Dgit Prasery  DAG = oo n b
phes 283 - -t
[ ] 084 x o= 8
(] a8 = s =8

CF wa  Ob8x (TR ] CF wa  002x [

Sy Careapr Route 083 x TR —y 20 u L L
WDt Provect OB x e ot Comet Snne 00 » [ )
Beoec 00 x -t 200 = Re = 8

2/8-Owget Pracart 040 [T XN
ph 280 = L ]
[ ] 084 x ocs.o §
(] 280 LB
osu w0 [ IO ] nou $ ws 002 x "ws =6

oy Cormet Rowse 088 x we. o § Sowry ph 23T L R}

. Corvier Aauma 000 = pcu.
. olvs 237 e .
Toasl - Part C (Carry to trumet of form) | Teotel - Part D Corry 10 from of form) L]

73 Form J802-N, Moy 1981 Muverse/

239
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Form 3602-R — Third-Class Regular Rate — Permit Imprint

Postage Computation ~ Bulk Rates 24
Sty Prasent/
Avtenamen [
Charge  Any) Oucounts  Rste [ Charpe

‘ . Neme & wa s o o
. pcr.e 8
‘ L] . LA ]
\’ [] Boac 98 [IXK]
s
i .
s
.
s
] [ ws  .2x pcs.= 9
’ By Carrer Rowne Nex _____ ____ _pcse 8
s 373-Dige Presert 183 e e s
L] Boec 180 x s §
s
.
.
.
.
| o d Satwcstn W3 107 x [ N ) N
s Sowy  CommeAowe .14 x st | |
s 50wt Presert 148 x are s
s Bosc A x e b
o
s
. .
A2k ]
R i ]
[ Sourstion WS 102 x (] ooy Setrsuen WS 102 x [N ]
Esey  ComirRovie 108 x s Sy CorerBone 100 x oo 8 3
Tetsl = Part A (Comy 10 Sromt of form] . Total - Pant § IConvy s Soomt of form) -
Al Mol - Mere then 2087 5. (3.3087 e2.) or Nonprofit Rates — Postage Affixed
Nosdotter - 2067 . (3.3087 o2} or Lass Sutiese then 1.0 0. (18.0 02}
one Sotwrstwn W/ 127 x pcs.= $ pes. o ¢ L, L jon — R.t“
Comer Reute » e o 4 e « & Sotry Prosert/
8Dt Prevect 187 x "o 8 pes o b Oiscoum Aviometion  Net Count
Semc 2R ocs. o ¢ L ) Charge o Arwy} Ouceunts Aore Poine: Charge
oo g
. o ¢ Non-Autemation-Comparibie Lottar .2087 b. (3.3087 o1} o loss
il : (2082 1. (3.3314 0.} or loes for nongredic)
o Nesns B ws » e = 8
MC  Setwawn WS 118 we.= ¢ pcs.e 8 ko - Comichone . = PN
Gawy  Comur Rowte 130 x pr.e 8 S = Lo WSOt Proset . x =0
VSOt Prasen 78 PR e =8 X [ .= s 8
[T ans s 8 [N} P
o = b P
™. - ¥ P
wes =8 P——
[ A .
[ o4 Soursten WS 110 = oo ¥ e et . e 3 ws x .= 0
sy  Corner Route RETY »s - ¢ N =8 [ - Gary  Corae Ao x .0 0
38-Ongt Presen 170 = oo s [ - 318D Prasent u oo 0
[ e e s ». o8 [ -— Base ] o0
[EN) .
» =3 .
[CEK] .
Y Po—
ooy Sowsen WS 105 = oy = 8 s s L4
nwy Carnae Route 120 pcs. = 8 L B ] . ACF | wa = -
s 8 . Gwry  Comrfauts . x o0
e A8 x [ — 3/8-Ovgi Prosens x s ¢
[ Bosic .= bes.o 0
| QS
Total - Pant C (Camy @ fromt of foom? [ Totl - Pant O (Cany 10 Soomt of furmi [ SO
Form J802-R, Mey 1881 /Arverse) :—
o
. . 2] (] wE . = [N
Gy Cornet Amte . .o ¢ Gy Comier Roune P ”e. = ¢
Towt - Part A (Conry 20 fromt of form) ] Total = Port 8 (Cosry 1 bont of form) 1]
All Mol - More then 2007 B. (3.2087 ex.}
7 1. 13,3067 o) o loas (%.Ilﬂ!culhm-wlnhnﬁn|0..l|...u.l
Neovdotwer - 2087 b. (3. o) or Sosar $o applisshie 10 000k pisss somputed o3 deserived
{2002 0. {3.3318 02.) or loss for norgrofit} n OMM 811242
Mene & ws = .o 8 Nows 8 ws . x [
Carner Route . = o= 8 Corrier Roune P {3
6Dt Prasent ® ses.o @ 5-Oign Present = oo
Bosc = oo 8 Bosic " (9
[ ] ! w3 = o= b 4 w3 L [N
Gy Conier Rouse ] .- 9 Gawry  Corner Rowte ® oes.
IBDigaPvesst . .o O Prosen = »es.
[ * ves. e @ Souic PUS—— N
oy & w3 = [ XN ] oy w3 = e
Comer Rovie x [ XK} Gy Corvier Rouse x s
Ot Prosert . x [ XK} IO« Prosent | " »es.
[ P [N Bosic = [
[ ] ] w3 » .o ¢ [ 1 k¢ wa x (=
Gy  ComerMowte . x N Corriee Route " vus
]
Towl - Part C (Carry W frant of form) S | Totel - Purt O {Cary v trumt of form) (- .

Form DB02-PC, Moy 1991 Meverse!
o 40
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UNIT 4: STATEMENT OF MAILING

WITH PERMIT IMPRINTS

25

THIRD-CLASS MAIL (REGULAR RATES ONLY)

GETTING READY

Read the statements and check YES or NO.

1. Only nonprofit organizations can use nonprofit
rates.

2. Bank of America and Bank of California can use
nonprofit rates.

3. Regular rates are higher than nonprofit rates.

4. To use regular rates, the indicia must be
printed on each piece.

WRITING

YES

v

Read the instruction and fill out both sides of the form.

Mail 575 pieces of 5 x 3 letters for John Doe (see the
sample letter). The letters are in bags, 125 pcs per bag.
Each letter weighs less than 0.2082 1lb. All the pleces are

pre-sorted.

HO

John Dos
123-1st Avenue
San Francisco, CA 94100

Butk Rate
U.S. Postege
PAID
Anchorage, AK
Permit No. 12

247
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ERIC

Aruitoxt provided by Eic:

26

Statement of Malling with Permit Imprints
= Third-Class Mail (Regular Rates Only)

AT
MARER: Camplete all home by typewtiter, pon, or indellbie pencll. mhwummum
Post Otfice of Maeiling Oate USPS Authorized Mailing (D Cedels)
OMM 128)
Pormit No. lmswsnn-. gm
0 Mechi Parcele
:um'tﬂohu"ﬂm Telaphons Number Receipt No. O teraguier Parcels
Address Ounide Porcels
. | #nciude 2IP Codel o
[ INo. Sacks Im. Trays ]unlm luo.om
g Weight of ¢
< Single Piece — ———— — POUNGS
- Total Pisces in Mailing Total Weight of Mailing Sacking Based on
; 0 126 pcs. T 185 1bs. I Soth OMM 841)
E | Neme & Address of Individual oc Organization for {Name snd Addrena of Mailing Agent Chack AN That Apply USPS Only)
Which Masing is Prepared #f othet than the permit heider)
{If other then the permvt holder) ac Fostage P
O Plent Leaded 10
3 Plem Verifiod Crep Shipment to
O SMAU Entry at
3 Onig. O Dest. AIO 2P
T Orig. O Dest. SCF 30 2w
T Orig. O Dest. 3MC
& Fot butk mad of sompatible letier-sise pieces (see DMM §20). go 1o Part A on the - Part A [
reveise of thwe form. 3
* For buk maikngs of nen-swemation sempetile fetter-size pieces (see DMM 128) weighing .2087 b. “ Part 8 s
_S (3.3087 0z.1 or lnss, 90 10 Part B on the reverse of thws form. }g -
"' * For bulk maings of nen letier-sies pieces isse DM 128) weighing .2087 b. (3.3087 ez.} er iese. E -
E @0 10 Part C on the reverse of this form. . £ PartC | ¢
G | ® For bum maiings of aft pieces (see DMM 128) weighing mers than .2087 B. (3.3087 ez.} but S
* 1006 then 1.0 . (18.0 2.}, 20 10 Pert D on the reverse of this form, & PartD | ¢
B | Smgle-Piece Rate = or A ! Postage P No. Pieces  [RutsfPiece _ o
a | (Stats for A Postep ' s ame
" N A -
s applcable bulk per piece rate stfiaed 10 each piece? Form 3802-PC requiced) Totll PO“.O. » s
S Yes 3 No
The 3ignature of @ maver certifies that it will e keble for and agrees 10 peay. subject 10 by postal iews and rep ony f

2830890d 0n this maikng. If this form is signed by an agent, the agent certifies thet it is suthori

and the mailer and both the malier and the agent wik be heble for and sgree 10 pey any deficencies.

d 10 sign this

1hat the centiication binds the sgent

I CERTIFY that this maiiing has been inepected concerming: 1) ekgibility for the rate of postage cleimed: 2) proper prepacation

Round Stemp tRequaret)

gﬂn e uum itious or fraudub may resvlt in imprisonment of up 10 5 years and e fne of up 10 $10,000 (18 USC 1001). In addition,
& cMMvﬂwtoos.ooo-unWmﬂtwcm folosly mey be (31 USC 38021
é 1 hareby eertify that all infermation furnished en this ferm is scoursts and wuthful, end thet this meterisl presented quelifies fer the rates of
posiege cleimed.
Signature of Permit Holder or Agent IBoth principel and sgent ars lisble for any > d| Telephone Number
Single Piecs Are the fi Ll od {rom maier's entriss? SYes  _No
Weight — — e a——— f Ype' Reason
Total Pieces Total Weight
g Totel Postege
2 | Creck One Preson Verification Per- Dats Mailer Netitiod [Contact By Nnitiis)
g Z Varif. Not Schaduled T # 8¢ Scheduled

(and presort whers required); 3) proper compietion of the statement of meiling: snd 4) paymant of the necessary annual fee.
Signature of Weigher Time AM
™
PS Form 3602-R, May 199 Finencist Desument - Ferward te Finence Office
(o Wl
[ IV

BEST COPY AVAILABLE




Form 3602-R — Third-Class Regular Rate — Permit Imprint

Postage Computation — Bulk Rates

Entry Prasort/ Entry Prasort/
Discount Automation Net Coumt Discount Automation Net Count
tt Any) Discounts Rate Pesitbs) Charge 0f Any) Discounts Rata {Pcsiibs)

Non-Automation-Compatible Lettes

Automation-Compatible Letter (DMM 520) 2067 Wb. (3.2087 oz.) or less

Nene Setvation W/S 124 x pcs. = § None Ssturation W/S 124 x pcs.= §
Carrier Routa A31x pce. = § Carrier Routs ANx____  pes= $
5-Digit B, di L1486 x pcs. = 8§ 3/5-DigitPrasort 185 x______ pcs.= 8
— Al pes. = $ Basic AB X pis.w 8
pcs. = §
pcs. = §
pes. - $
pcs. = §
pes. = 8
pes. = $ sMC Ssturstion W/S . 112x___ _  pes.= 3
pch. = § Entry Carriar Route M9x___ pes.= §
pcs. = & 3/5DigitPrasort 153 x____________ pcs. = §
pcs.= § Besic A8 x______ ____ _pes.= $
= pcs. = $
’E‘}g pcs. = §
pcs.= §
= et
pce. = ¢
wor pcs.= 8§ SCF Saturstion W/S 107 x______ pes.w 8
Entry Cartier Route 114 x pcs.= § Entry Carrier Route Max______  pes.= $
5-Digit 8 di .129 x [ A ] 3r5-DigitPrasort 148> pcs.= 8
3-Digit B ded .137 x pes. = § Besic A8 Y x  _ pcs.= $
3/50igit ZiP + 4 144 x pcs. = $
3/5-Digit Prasort . 148 x pcs. = §
Basic B ded .162x pcs. = §
Basic 2P + 4 172 x pcs. = §
Basic .181 x pes. = §
obu Seturation W/ 102 x pcs. = § ooU Seturstion W/S 102 x______________pcs.= 8§
Entry Cartier Routs .109 x pes.= § Entry Carrier Routs A0 x____ pes.
Totet ~ Part A (Carry 10 front of form) $ Total ~ Part B {Carry 10 front of foem)

AN MaXl - More than .2067 1b. {3.30687 oz.)

Nonietter ~ .2087 Ib. (3.3067 oz.) or Less But less than 1.0 1b. {16.0 oz.)

None Saturstion W/S 127 x pcs. = $ None Seturstion W/S 003 x________ pcs.
Carner Route .142 x pcs. = § plus LS00 x___________ lbs.
3/5-Dignt Prasort  .187 x pcs. = § Carriar Routs O18x_____ ______ ___ pcs.
Basic .233 x pcs. = § plus 600 x s,

3/5-Digit Prasort 063 x________ pcs.

plus .600 x tbs.

Besic 08 x __  pCs.

plus .800 x bs.

sMC Seturation W/S 115 x pcs. = sMC Ssturation WS .003 x pcs.

Entry  Carrier Routs 130 x pcs. = Entry phus 542 x tos.
3/5-Digit Prasort 175 x pcs. = 8§ Carrier Route 018 x pcs.
Basic .221 x pcs. = plus SA2x s,

3/5-Digit Presort  .063 x pcs.
plus .73 PEN— . N
Besic 109 x pcs.
plus 542 x b,

SCF Ssturstion W/S  .110 x pcs. = 8 $CF Saturation W/S  .003 x pcs.

Entry Carnier Routs 125 x pcs. = 8 Entry plus B19x b,
3/5-Digit Prasont 170 x pes.= 8 Carrier Route 018 x pecs.
Basic 216 x pcs. = § plus 519 x Ibs.

3/5-Digit Prasort  .083 x pcs.

plus 519 x tbs.

Basic Rl b DEN—

plus SI19x________ ®s.

oov Seturation W/S  .105 x pcs. obu Saturation W/S  .003 x pcs.

Entry Carrer Routs .120 x pcs. Entry plus A6 x ________ Ibs.

Carrier Routs .018 x pcs.
plus 4986 x Ibs.

PP PP PP PP PRRR P PP PPRPRY PPN PNNEN

Totet - Part C (Carry to front of form)

Tetel - Part D (Caery to front of form)

PS Form 3602-R, Mey 1991 (Reverse)

BEST COPY AVAILABLE
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27
READING

If the weight of a single piece is between 0.2082 and 1 1b., then

1) i;rite the weight (1 1lb. = 16 oz.) on the front page of the
orm.

2) Go to Part D on the back.

3) Write the "Basic" rate and "Plus" rate (total pieces x veight of a single piece),
4) Calculate the postage.

’: Statement of Mailing with Permit Imprints
&L Third-Class Mail (Regular Rates Only)

T
MALER: Complete all koms by typewriter, pen, o indeliibie pencll. Prapers in duplicate i you need & receipt.
Poet Office of Masing Date Precesnng Catogery USPS Autherized Masng 1D Codels)
S.F. GMF May 5, 92 m"’
Permnt Ne. Mailing Statoment Sag. Ne. 0 Fiets
13929 G ™ o Parcels
Pormit Holder's Nome | Telephene Number Imum.. 23 kreguisr Porceis
& Address J Outeide Percels
finchude Db Codel Sacke Ne. Travs Ne. Paliets No. Other
§| Ace Mailing e 12- ) l ' l
g| 2757 16th Street ——
2! san Francisco, CA 94103 [Severice 0.3 1 2 3 pounde
- Tetsl Peoces in Maiking Totsl Weight of Mesing Sacking Based on
,! ‘575 13128 scs. B 18 e, 1 Soth IOMM 641)
Z [ Nome & Aderess of Indridusl or Organizetion fer [Nome and Addrane of Moiting Agent [Check Al That Appty 1USPS Only)
Which Mailing is Prepared At ather than the permit helder) X
A1 ather then the permi heler) ac Pestage P
Sierra Club e oeep Shgment 16
730 Polk St. 2 SMAU Emry
San Francisco, CA d Oris. g:-:;:m
94109 S o . oc
Aenrne < PartA |8
ARl Mell - More then 2087 &. (2.3087 3
5 Sut loee then 1.0 . (16.0 e2.) F 11N * Part 8 s
! L Sewrstion WS gn e o tose, EE »
g c::rm :c.m: E PeartC | ¢
shs 800 » B =9 X
‘-!" 2/8-Digit Present z:_ o — . PartD | $ 170.08
] o u'-om o P o=
we :‘52: o Total Postage ——— | ¢ 170.08

./ L E X J

i {

//

ot up %0 § yoers and ¢ fing of up %0 910,000 (18 USC 1001). in sddivien,
claimed Moy be impaned (31 USC 300D).

and that this materisl presented quaiifies for the raves of

08
S x
083 »
S8 x
08 %
S8 =

ooV 003 x
Sy 498 x
018 »
A8 x

Certification

i {

Tolophone Nunber

thftitl il th

LRI LR

ti
f

Towt - Part B ICarvy 1o front of fomm)

st




WRITING

Read the instruction and f£ill out both sides of the form.

A.

Mail 575 brochures (8 x 5.5) for The Gosby House Inn. They
are in 12 P.S. bags, 125 or more pieces per bag. Each
brochure weighs 0.3325 1b.

HULK RA\TE
G 3 ’Fi lnn Us 1ty -
T

Mm
Permut No 1302y
San Francbucn, £A

643 Lighthouse Ave.
Pacific Grove, 93950
408-375-1287

B.

Mail 300 booklets for St. Luke’s Methodist Church. They are
in 13 P.S. bags. Each booklet weighs 0.65 1b. Use the
correct form and fill out both sides.

ST. LUKE'S METHODIST CHURCH Norproli Org
209 SEYMOUR AVENUE el
ST. MICHAELS, MD 21663-0123 Permit No. 2901

MS. MICHELLE DUFRE
6508 BRICKHEARTH CT
ALEXANDRIA VA 22306-3313

e
™o
c:t
[
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1 Statement of Mailing with Permit Imprints
Third-Class Mail (Regular Rates Only)
l-lll‘ml
MAILER: Complete all items by typewriter. pen, o¢ indelibie pancll. Prepace in duplicats i you need & receipt.
Post Office of Maeiling Date {Processing Cetegory USPS Authotized Mailing 1D Codele}
OMM 128}
- — O Letters
Permit No. ' Mailing Statemant Seq. No. a Fats
* 0 Machi Percols
Permit Holder's Name | Telephone Number Receipt No. O Irregutar Parcals
& Addrese O Outside Parcets
{inciude ZiP Code)
s No. Secks No. Trave No. Paliets No. Other
i
% Waeight of o
£ Single Pisce U — T
- Total Pieces in Maiing Total Weight of Maiing Sacking Besed on
% 0 125 pes. T 15 ibs. (1 Both IDMM 641}
= | Name & Addrase of (ndividual or Organizetion for Neme snd Address of Mailing Agent Check AN Thet Apply (USPS Only)
Which Mailing is Prepered Q1 othar than the permit holder] .
{If other than the psrmit holder) ac ized Postage P
O Plant Loaded to
T Ment Veritied Drop Shipmant to
3 BMAU Entry st
3 Orig. O Dest. A/O 2IP
0 Onig. O Dest. SCF 20 2P
3 Onig. O Dest. BMC
© For bulk maiings of sutemation-compatible letter-sise pieces (see DMM 520). go to Part A on the - Part A ]
reverso of this form. Z'-:“
7}
o For bulk maiings of nen-sutemation compatible letter-size pieces (300 DMM 128} weighing .2087H. 1 o o Part B $
13.3087 02.) or less. g0 to Part B on the reverse of this form. 2'...‘ -
o For bulk maiings of ron letter-size pieces (see DMM 128) weighing 2007&(330070:)0”«- §é P c
1| go to Part € on the reverse of this form. [ 5 art $
G | For buk mailings of sll pieces (see DMM 128} waighing more then .2087 1. (3.3087 ez.) but =
 tess then 1.0 8. (16.0 s2.1. g0 10 Part D on the reverss of this form. & PartD | ¢
»
Singie-Piece Rete O or Additionat Postage Pay No. Pieces [Rete/Piece =
& | (State ressons for Additional Postage) .
! buk ot i 10 esch piece? {F 360 iwed)
s spphcable per piece rete sffined to piece? {Form 2-PC required Total POSt090 > s
O Yes O No
The signature of o maier certifies that it will be kable for snd agrees to pay, subject to L H bypoomlnmmd guieti any deficienc
20848809 on this mailing. If this form is signed by an agent, mwtemmmnummdtomtmanm that the certificetion binds the sgent
ond the mailer and both the mailer and the sgent will be Ksble for and sgree to pay sny deficiencies.
"8' The submission of oulu lmnmmfvmm:nnmmtmwmunhmwoﬂuptosvunandumofupto $10,000 (18 USC 1001). in addstion,
= o civit panelty of up to $5,000 and an edditionsl sesessment of twice the faisely may be imp 31 USC 3802).
3 lwmwmummmmumummmmmmmmuumoummmmu of
postage cleimed.
Signature of Permit Holder or Agent [Both principsl snd agent are lisble for any ge deficiency d) Telephone Numbar
Single Piece Are the figures st jeft edjusted from mailer's entries? JYes iNo
Weight —_— . — e e POUNDS i1 ““Yes'* Reason
Total Pieces Total Weight
> Totst Postage
8
: Check One Prasort Verificetion Pes. Daote Mailer Notified Contact By finitels)
2 | T verif. Not Scheduied 3 formed es Scheduled -
¢ Round Stamp (Requred!
g 1 CERTIFY that this maifing has been inspacted conceming: 1) ekgibility for the rate of postage ciaimed; 2) proper prepatetion
{and presort where required); 3) proper completion of the statement of mailing; and 4) pey of the y snnusl fee.
Signature of Weigher Time AM
PM
PS Form 3602-R. Mey 1991 Financisl Document - Ferwerd 1o Finance Office

™o
U
N

ERIC

Aruitoxt provided by Eic:

BEST COPY AVAILABLE




Form 3602-R — Third-Class Regular Rate — Permit Imprint

Postage Computation — Bulk Rates

Entry Presort/ Entry Presort/

Discount Automation Net Count Discount Automation Net

(1t Any) Discounts Rste {PcsiLbs) Charge tf Any} Discounts Rete Charge
Non-Automstion-Compatible Letter

Automation-Compatibie Letter (DMM 520) 2087 1. (3.3087 oz1.) or less

None Saturation W/S (124 x pcs. = 8 Nene Saturation W/S 124 x pcs. = §
Cartier Routs 31 x pes. = ¢ Carrier Route A31 x pcs. = ¢
5-Dit 8 L1468 x pes. = ¢ 3/5-Digit Prasort  .165 x pes. = ¢
3-Digit Barcoded .154 x pcs. = ¢ Basic .198 x [ A
3/5Digit 2IP + 4 1861 x pes. = 8
3/5-Digit Presort 185 x pes. s
Basic Barcoded 179 x pes. = §

Basic ZIP + 4 .189 x pcs. = §
Besic 198 x pes. = ¢

MC Ssturation W/S 112 x pcs.= ¢ MC Saturstion WS 112 x pes.= ¢

Entey Carriar Routs 19 x pcs. = § Entry Cacrier Routs 19 x pcs.= 8
5-Digit Barcoded 134 x pcs. = & 3/5-Digit Prasort 153 x pes. = 8
3Dt 8 142 x pes. = ¢ Basic 186 x pco.= ¢
315Dt 2P + 4 149 x pcs. = §
3/5-Digit Presort  .163 x pcs. = §

Basic Barcoded . 167x____ _ ___pes.= 8 —
Besic2IP + 4 - 177 x pcs. = ¢
Sasic 186 x pcs. = 8

SCF Saturstion W/S 107 x pcs.= 8§ SCF Seturstion WS 107 x pes. = §

Entey Carsier Route 114 x pcs.s 8 Entey Catrier Route 14 x pcs. = ¢
5-Dit 8 129 x pcs.s 8 3/5-Digit Prasort 148 x pCs. = §
3-Digit 8 A37 x pes.= § 00 Sasic 181 x pes. = §
3/5-Digit 21P + 4 144 x pes. = §
3/5-Digit Prasort .148 x —_————pt=
Basic Barcoded  .162 x pes.= ¢
Besic 2P + 4 N2x  pes.w$__

Basic 81 x - pcs. = 6

ODU  Ssturstion WrS  .102 x _pcsx$___ DOU  Saturation W/S 102 x pes.= 8

Entey Carrier Routs 109 x pes. = $ 0 Entey Carrier Routs 109 x pcs. = 8

Totsl - Part A {Carry te frent of ferm) . Teotel - Part 8 (Catry 1o frent of form) .

AN Mall - More than .2087 tb. (3.3067 oz.)
Nonletter - .2067 ib. (3.3087 oz.) or Less But less then 1.0 b. (16.0 oz.)

None Seturation W/ 127 x______  pes.x 8 —_— Nene Seturation W/S 003 x pcs. = 8
Carrier Routs 142 x pes. = 8 plus 800 x s = 8
3/5-Digit Presort 187 x pcs. - 6 Carrier Routs 018 x pes. = ¢
Besic .233 x pcs.= 8 pius 600 x os. = ¢

3/5-Digit Pragort  .083 x pcs. = 8

plus 800 x bs. = ¢

Sasic .109 x pes. = §

’ phus 800 x Bs. = 8

BMC SeturstionWr/S  1S5x______  pes.w 8 —_ amC Seturriion W/S 003 x pcs. = §

Entey Carriar Routs 130 x pcs.w 8 Entry ph.s 542 x s = 8
3/5-Digit Prasort  .175 [ pC—— - N B Carsier Route 018 x pes. = ¢
Basic 221 x pes.w 8 rius 542 x s. = ¢

2/6-Digit Presort  .083 x pes. = 8
plus 542 x bs. = ¢
Basic .109 x pcs. = ¢
plus 542 x s. = 8

SCF Seturstion W/S  110x____ __ pesw 8 —_— SCF Saturstion W/S 003 x pcs. = ¢

Entry Carner Routs 125 x pcs.w $ 0 Emey plus 519 x s = ¢
3/5-Digit Prasort 170 x pcs. = 8§ Carriar Routs 018 x pcs. = 8§
Sasic 206 x o pes.w= $____ plus 519 x s = §

3/5-Digit Pragort 063 x pcs. = 8

plus 519 x fbs. = ¢

Sasic 109 x pes. = §

plus 519 x bs. = §

ooU Seturation WS 105x____  pes.x 8 JE— DDy Seturation W/S 003 x pcs. = ¢

Entry Carrrer Routs N0 x o pes.w 6 Entry plus 498 x s = 8

Carrier Routs 018 x pcs. = 8§
plus 496 x ths. = ¢

Total - Part C (Carry to frant of form) . _ Totet - Part D (Corry to frent of form) .

PS Form 3602-R, May 1991 (Reverse)

BEST COPY AVAILABLE
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Statement of Mailing with Permit lm'prints
- Third-Class Mail (Nonprotit Rates Only)

SR
SR
MAILER: Compiete all iteme by typewriter. pen, or indelible penci. Prepere i.- Juplicate i you need e teceipt.
Post Office of Maing Dete {Processing Cetegory USPS Authorzed Maiking ID Codels)
{OMM 128)
s O Letters
Permit No. 1Meiling Stetement Seq. No. 3 Flate
O Machi Percels
:.mm Holder's Name | Telephone Number Receiot No. Q irreguier Parcals
Addrese Outsi
(nclude ZIP Code) - Purcets
c No. Sacke No. Treys No. Paliets No. Other
2
1
€ Waeight of &
8 Singls Pisce — —— —— e POUNAS
[-4
; Authorized to use nonprofit retes? {OMM 625)° Total Pieces in Mailing  Total Weight of Mailing Sacking Besed on
w | O Yes O No 0 125 pce. 3 16 1bs. = Both (DMM 641)
i Name & Address of Individusl or Organization for Name and Address of Maiting Agent® Chack AN That Apply (USPS Onily)
Which Maeiling is Prepered (tf other then the permit holder)
{If other then the permit hoider! ac ized Postage Pey
O Piant Loaded to
O Plant Verified Drop Shipment to
O BMAU Entry ot
0 Orig. O Dest. A/O 2IP
Authorized to use nonprofit retes? (DMM 826)° D Orig. 2 Dest. SCF 3D 2IP
O Yes O No 0 Orig. O Deet. BMC
¢ For buk mailings of sutemation-cempatible letter-siee preces (see DMM 520), go to Part A on the - Part A $
reverse of this form. 3
@ For butkk mailings of nen-sutomation competible letter-size pieces (ses DMM 128) weighing .2082 . © 2 Part B $
K 13.3374 02.) or lees. go to Part B on the reverse of this form. > g
3 s >
* For buik mailings of nen letter-size pieces {see DMM 128) weighing .2082 1. (3.3314 ex.) or less, 3 ]
2§ o to Part C on the reverse of this form. 4 « PartC | §
& | @ For bukk mailings of all pieces (s8a DMM 128) weighing mece then .2082 1b. (3.3314 ez.) but S
| lesa then 1.015. {16.0 ex.}, g0 to Pert D on the ravarse of this form. < PartD | ¢
Single Pisce Rete O or Additionsl Postage Pey No. Piecas  |Rste/Pace  ° s
& | (Stste ressons for Additional Postage) Y3
1a spplicabie bulk per piece rate effixed to sach piece? (Form 3602-5C required! '
: per pec ' Total Postage ————— | $
O Yes O No
*The signaturs of & mailer certifise thet: (1) the mailing doss not vioists DMM 625; (2) only the maiter's metter is being maded; {3) this is not & cooperstive
maeiing with other persons of organizations that are not authorized to mod ot :pocnl bulk third-class rates et this office; {4) thie meikng hae not been underteken
by the madier on behetf of or produced for DOrSON Or Org tommlnmcadbu&xhnd-cma rates st this office; and (5) it will be
latle for and agrees to pay. subject 10 appesie prescribed by postal hwo and lati sny on this mailing, whether due to
o finding that the mailing is e or for other {if this form is signed by an agent, the agent certifies that it is authorize< to sign this statemant,
é thatﬁucmﬂmtmmmmmnnwm mailer, and that both the nonprotit mader and the agent will be Kabie for and agree to pay any deficienciss.)
-
;.’_.’ The submission of e faise, fictitious or frauduient statement may result in imprisonmaent of up to 5 vesre and o fine of up to 910,000 (18 USC 1001). in eddition,
E o civil penasity of up to $5,000 snd sn additional sssesament of twice the faisely clak may be {31 USC 3802).
(3]
| hersdy certity that all information fumnished on this form is sccurate snd truthful, snd that this material presented qualifies for the retes of
postage claimed.
Signature of Permit Holder or Agent (Both principsl and sgent we Sisble for sny 9 icioncy & d) Telephone Number
Single Piece [Are the frgures et left adjusted from mawer's entries? JYes I No
Waight — —— ———— POUNS [if Yoy’ Reason
Totet Pieces Totsl Weight
2| Totat Postegs
<€
[«
§ Check One Presort Verification Pec- Dete Mailer Notifred Contact [y ¢nitiatey
e 12 Verit. Not Scheduted J formed es Scheduled
& i Round Stamp (Required)
= | tCERTIFY that this maing hes been inspected concerning: 1) eligibility for the rete of postage claimed; 2) proper preperetion
{and presort where required); 3) proper completion of the statement of maiting; and (4) payment of the required annual fee,
Signature of Weigher Time AM
™
PS Form 3802-N, Mey 1891 Financiel Document - Forwaed 1o Finance Office
omr
~&04
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Form 3602-N — Third-Class Nonprofit Rate — Permit Imprint

Postage Computation — Bulk Rates

Entry Prasort/ Entry Presort/
Discount Automation _ Net Count Discount Automation Net Count
{tf Anyl Discounts Rate Pcsitbs Charge 1If Any} Discounts Rate {PcaiLbs) Charge
Non-Automation Compatible Letter
Automation-Compatible Letter (DMM 520} 2082 1b. (3.3314 02.) or less
None Saturstion W/S  .071 x pcs. = ¢ None Satuestion WS 071 x pcs. = §
- Cerner Routs 074 x pcs. = ¢ Charrier Route 074 x pcs. = §
SDigit & d .081 x pcs. = § 3/5-Digit Prasort 098 x pce. = §
3-Dgit B d 088 x pcs. = § Basic A1 x pce. = §
3/5Digit ZIP + 4 094 x pcs. = &
3/5.Drgit Prasort  .098 x pcs. = §
Besic Barcoded 094 x pcs. = §
Basic 2P + 4 .104 x pcs. = ¢
Basic A x pcs. = ¢

sMC Seturation W/S 059 x ECTAU sMC Seturation W/S 059 x pcs.= §

Entry Cattier Route 082 x pce. = § Entry Carrier Route 062 x pcs.= ¢
5-Digit 8 .089 x pcs. = § 3/5-Digit Presort  .086 x pcs. = &
3-Digit B .076 x pcs. = & Besic 099 x pes.= §

. U5Digt 2P + 4 082 x pes. = §
3/8-Ovgit Presort  .086 x pcs. = §
Besic B 082 x pca. = ¢
Besic ZIP + 4 - .092 x pcs. = §
Basic 099 x pcs. = ¢

SCF Seturation W/S 054 x pcs. = & $CF Seturstion W/S 054 x pcs.= §

Emtry Cactier Route 087 x pcs.= § Emry Carrier Route 057 x pes. = §
&-Digit 8. 084 x pcs. = § 3/5-Digit Prasort  .081 x pcs.= §
3-Digit 8 d .071 x pcs. = § Besic .04 x pce. = §
3/5-Digit 2IP + & 077 x pcs. = §
3/5-Digit Prasort  .081 x pcs. = &

Besic B d 077 x pce. = ¢
Basic 2IP + 4 .087 x pcs. = §
Besic 094 x pes. = §

bou Seturetion W/S 049 x pcs. = § oou Seturstion W/S  .049 x pcs. = §

Entry Carrier Route 052 x .= § Emry Carrier Routs .052 x pce.= §

Total - Port A (Corry 10 frent of form) | Total - Past B (Corry to fromt of ferm) s

Al Mall ~ More than .2082 1. {3.3314 oz2.)
Nonletter ~ .2082 Ib. (3.3314 02.} or Less But less then 1.0 1. (16.0 oz.)

None Setyrstion W/S 073 x pes.= § Nene Saturstion W/S 002 x pcs. = ¢
Carrier Koute 080 x pcs. = § plus L3481 x bs. = §
3/5-Digit Presort  .111 x pcs. = § Carrier Route 009 x pcs. =
Basic 126 x pcs. = § plus 341 x ibe. = §

3/5-Digit Presort  .040 x pcs. = §

plus 341 x s = §

Rasic .054 x pcs. = §

plus 341 x bs. = ¢

sMC Saturstion W/S  .061 x pcs.= ¢ WMC Saturstion W/S  .002 x pcs.= &

Entry Carrier Routs 068 x pcs. = & Entry plus .283 x bs. = ¢
3/5-Digit Prasort  .099 x pcs. = § Carrier Route 009 x pcs. = ¢
Basic 13 x pcs. = § plus .283 x s = §

3/5-Digit Presort  .040 x pcs. = §

plus .283 x e, = ¢

Basic 064 x och.= §

plus .283 x e, = §

$CF Seturstion W/S 056 x pcs. = § $CF Saturation W/S 002 x pcs. = &

Entry Cartier Route 063 x pcs. = § Entry plue .260 x L R
3/5-Digit Prasort 094 x pcs. = ¢ Cartier Route 009 x e = §
Besic 108 x pco. = ¢ plus 280 x he. = ¢

3/5-Digit Prasort  .040 x pcs. = ¢

plus .2680 x s = 8

Basic 084 x pce. = §

plus .260 x e, = ¢

oou Seturstion W/S 051 x pcs. = § obu Saturation W/S 002 x [

Entry Carrier Route 058 x pce. = § Entry plus .237 x bs. = &

Carriar Route 009 x pce. = §
plus .237 x os. = 8
Total - Port C (Carry to front of form) | Total - Port O {Corry 10 frant of term) s

PS Form 3602-N, May 1991 (Reverse)

ERIC

WA rirmext provided by R

259 BEST COPY AVAILARIE




31

UNIT 5: STATEMENT OF MAILING
WITH METER OR PRECANCELED POSTAGE AFFIXED
BULK THIRD-CLASS MAIL (REGULAR OR NONPROFIT RATES)

Vocabulary: bulk affix precanceled

GETTING READY

Read the following statements and check YES or NO.

1. This form is for mailings without indicia.

2. This form is for nonprofit organizations or
for-profit companies.

3. Ace Mailing needsto affix 29¢ stamps on the
mailings using this form.

4. Ace Mailing has a permit to meter mailings using
this form. It’s authorized to meter postage.

5. Because Ace Mailing is authorized to affix meter
postage for bulk third-class mzil, Ace Mailing is
the Permit Holder.

GRAYSON SUPPLY CO
864 SUFFOLK CIRCLE

OGDEN UT 54402-0001

BLK. RT.

ARRDRAARWRAAAN

Meter Stamps pre-cancelled stamps
2
<

8 %:: US. FOSTA ?
B == ,
& T2:000) 3
gf weTER. W
z ooo000 W W
o

Z

)
e
<3




METERED POSTAGE

- § : U.S POSTAGE
H § ¢ 1 *
£ x . - *
% : < JDC)*

006000 « —
H hon

READING

Look at the sample postcard and form. Then read the following
questions (on page 33) and circle or write the correct answers.

UNIVERSITY OF CALIFORNIA EXTENSION
BUSINESS & MANAGEMENT

P.O0. BOX 6050

IRVINE, CA 92716-6050

orc

Mr. David Cooper
667 Main Street
Daly City, CA 94231

Dear Mr. Cooper,

We received your application for the Business Summer Program,
but we need your current transcript and a copy of your résumé
to process the application. Please send them to the above
address by June 15, 1992. )

I
Py




. . . Method of Payment
Statement of Mailing with Meter or Precanceled Postage Affixed Meter Po
A X g ! X Meter Postage
— Bulk Third-Class Mail (Regular or Nonprofit Rates) O Precanceled Stamps
oy M
MAILER: Complete ell itame by typawriter, pen, of indelible pencil. Use Form 36086 if you need o receipt.
Post Office of Mading Dete [Processing Cetegory USPS Authonized Mailing ID Codels)
ME ‘573]/72 DMM 128}
Pe.mit No. Maitiog S ot S XLmon
*.m . 5 siling Stetement Seq. No. O Flets
Z 34‘ é O Machinabie Parcsls

Parmit Holder's Neme | Telephons Number Receipt No. O tereguisc Parcels

& Address .

Unclade 21p Codel L £ 2l 22 3 2] Outside Parceis

. Aee Hdl ”g No. Sacks No. Treys No. Patiets  |No. Other

&l 2957 6™ Stweet

E y M # / Waeight of o

S 2 03 Single Piece . 4 - —— — — POUnNde

E | authorized 10 use nonprofit.retes? (OMM 625)° Tota Pieces in Meiling Total Weight of Mailing Sacking Based on

; O Yes No 75 I 125 pes. O 15 tos. O Both (DMM 641)
& | Neme & Add: of Ind or Otgenization for Name and Address of Maiting Agent* Check AR That Apply (USPS Oniy)

2 | which Maiking is Prepared It other than the permit hoider}

M“'."'M.'NWW" R . ac ;10 Postage P

Un, versity o delfomia Extension O Piant Loaded to '

iness and nent O Mamt Veified Drop Shipment to

p O £ D DMM 144.8 Drop Shipment to
(X 804\' 0 O 8MAU Entry ot

A

Trvine. OA 927/6-6050 O Orig. O Dast. A/O ZiP

Authonzed to nonpeofit rates? (DMM 825)° O Orig. O Dest. SCF 30 2P

XY" O Neo O Orig. O Dest. BMC

o For bulk-mailings of automation-compativle letter-size pieces (ses DMM 520) go to Pert A on the P A $
reverse of this form. ) art

. F;'067 lb% of non-sutomation &otznpmbn lettar-size piaces isee DMM 128) woighing b
. . (3. 7 02.) of iess (or . . (3.3314 02.] of less for nonprofit), go to Pert B an the

.§ reverse of this form. §§ Part B 320- /3
& | ¢ For buik mailings of non lettar-size pieces (sss DMM 128! .veighing .2087 B, (3.3087 o02.) or less %32 L
2]  (or.2082 1. 13.3314 02.) or lass for nonprofit), go 1o Part C on the reverse of this form. L PartC | ¢
E o For buk mailings of sl pieces (sae DMM 128) weighing more than .2087 1b. (3.3067 oz.} (or .2082 g
154 1. (3.3314 oz.) for nonprofit) but less then 1.0 1b. {18.0 oz.), 9o to Part D on the reverss of this < Pant D s
> torm.

Single-Piecs Rete D or Additi Postege Pey No. Pieces  [Rete/Piece -$
& | (State ressons for Additionat Postage} W

Is additional bulk pound rate peid by permit imptint? (3602-R or N required) DY DO N

e I ]

Postage ettixed at {Check onel O Corract Rate O Lowest Rete O Neither (OMM &61.32¢) TOta' Postago 20, / 3
*The signsture of & mailer certifies that: (1) the mailing doss not viclate DMM 825; (2] only the mailer's metter is being mailed; (3) this is not e cooperative
maiting with other persons or orgenizations that se noi suthorized to meit at spacial bulk third-class rates 8t this office; (4) this mailing has not been undertaken
by the mailer on behalf of or produced for person of organization not ized to mait ot special bulk third-clacs retes at this office: and (5) it will be
able tor and sgrees tc pay, subject to prescribed by podtsl laws and reguisti sny i an this mesing, whaether due to
8 finding that the malling is cooperetive or for other Q1 this form is signed by 30 sgent, the agent certifies that it in Suthotized to $ign this statement,

5 that the certificetion binds the sgent u\dﬂuwommﬁl«.Mmlmeommnndmwmlummwmtommydolkbncm.)
e
2l e wssion of o feles, fictitious or frauduk mey tasult in imprisonment of up to 5 Yeers and e tine of up 1o $10,000 {18 USC 1001). tn sdddion,
5 o civil penatty of up to $5,000 and an additions! sssessment of twice the talesty clow may be impx (31 USC 3802).
© lmmmwmtuhmmmmdmmmbmwmu,“Mmkmnnumdwbﬂuﬂnmud
postage claimed.
. | Signeture of it Holder or Agent (Botlyagincipsi and agent are ksble for any posteg deficiency # d) Number
=~ ¢ ~m~?
Singhs Piace Are the figures ot loft sdjusted from mailer's sntries? DvYes DONo
Waeight — e e o DOUNDS (i “'Yes'* Resson
2
&
& | Check One Presont Verificetion Per. | D816 Maiker Notified [Contact By linutials)
S | 3 Verit. Not Scheduted O formed o3 Scheduled .
& Round Stamp (Required)
S 1 CERTIFY that this mailing has been inspected concerning: 1) eligibiity for the rate of postage claimed: 2) proper preparstion
(and presort whers requirad); 3) proper completion of the etatement of mailing; and 4) paymant of the required annuai fee.
Signature of Weighet Time AM
[ ]
PS Form 3602-PC, Mey 1991 Financiel Decument - Ferward 10 Finance Office
253
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Form 3602-PC — Third-Class Regular or Nonprofit Rates — Postage Affixed
Postage Computation — Bulk Rates
Entry Presort/ Entry Presort/
Ciscount Automation Nat Count Discount Automation  Net Count
{If Any) Discounts Rate (Pcs/Lbs} Charga it Any} Discounts Rata {PcsiLbs) Charge
Non-Autometion-Compatible Letter .2087 Ib. (3.3067 02.) or leas
Automastion-Compatible Letter {(DMM 520} (.2082 . (3.3314 oz.) or less for nonprofit)
None Saturation W/S x pcs. = $ None Saturstion Wrs . x pcs. = §
Caruer Route x pcs. = § Carriar Routs . x pcs. = §
5.Digit Barcoded x pes. = ¥5Digi Prason VOB _BFR.__ pes - s 2O IE
3-Digit d . x pcs. = § Basic . x pCs. = §
3/5-Dignt ZIP + 4 x pcs. = §
3/5-Digit Prasort x pcs. = §
Basic Barcoded x (= A
Basic 2IP + 4 x pcs. = §
Basic x pes. =
BMC Saturation W/S x pcs. = § aMC Saturation WS, . x pcs. = §
Entry Carrrer Routa x pcs.= ¢ Entry Carrier Route x pcs. = §
5-Digit 8 d x pcs. = $ 3/5-Digit Prasort x pcs. = §
3-Digt 8. d . x PCy. = § Basic x pcs. = §
3/5Digit 2P + 4 x pcs. = §
3/5-Digit Presort x pcs. = §
Basic Barcoded x pes. = §
Basic 2IP + 4 x pcs. = §
Basic x pcs. = §
SCF Saturation W/S x pcs. = § SCF Saturation W/S x pcs. = §
Entry Carner Route x pcs. = § Entry Carriar Routs x pcs. = &
5-Digit 8 d x pcs. = § 3/5-Digit Presort x pcs. = §
3:Digit 8 . x pcs. = § Basic x pcs. = §
350ign 2IP + 4 . x pes. = 8§
3/5-Digit Prasort x pcs. = ¢
Basic Barcoded x pes. = §
Basic 2IP + 4 x pcs. = ¢
Basic x pcs. = §
DDU Saturation W/S x pcs. = $ obu Ssturation W/S . x pcs. = ¢
Entry Carmer Routs x pcs. = § Entry Carrier Routs . x ocs. = §
Total - Part A (Carry to front of form) S Total - Part B (Carry to front of form) $ M
AN Mok — More than .2067 1b. {3.3087 oz.)
(.2082 tb. (3.3314 oz2.} for nonprofit} but less then 1.0 tb. (16.0 oz.)
Wonlstter - .2067 Ib. (3.3067 0z.) or leas Enter the applicable rete epplied 10 each piace computed es described
(.2082 1b. {3.3314 0z.) or leas for nonprofit) in DMM 611.242
sone Saturation W/S x pcs. = § None Saturation W/S x pcs. = §
Carnar Route x pcs. = § Carrier Routs x pcs. = §
3/5-Digit Presort x pcs. = § ¢ 3/5-Digit Prasort x pes. = §
Basic x pcs. = § Batic x pcs. = §
BMC Saturation WiS x pcs. = § BMC Saturation W/S x pcs. = §
Entry Carriee Route x pes. = $ Entry Carrier Route x pcs. = §
3/5-Dignt Presort x pcs. = § 3/5-Digit Prasort x pcs. = §
Basic x pCs. = § Sasic x pCs. = §
$CF Saturation W/S | JE— 1. N S $CF Saturstion W/S x pcs.= §
Entry Carner Route x pcs < $ Entry Carner Route e PCS. = §
3/5-Digit Prasort x pcs. = ¢ 3/5-Digit Presort x pcs. = §
Basic x pcs. = § Basic x pcs. = §
oov Saturation W/S . x pes. = $ DbU Saturation W/S . x pcs. = §
Entry Carrise Route . x pcs.= § Carrrer Route . x pcs. = §
Total - Part C (Carry to front of torm) $ _“ Total - Part D (Carry to front of form) s
PS Form 3602-PC, May 1991 Aeverse/

ERIC <9 BEST COPY AVAILABLE
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NO

1. Do the mailings have permit imprints (indicia)?

2. Are the postcards affixed with precanceled stamps?

3. The postage is metered by Ace Mailing.

4. Ace Mailing is the permit holder.

5. The postcards are in sacks; 125 pieces per sack
and the total weight is less than 15 1b. per sack.

LT E

6. How many sacks are there in total?

7. How much does each postcard weigh? Less than 1b.

8. What size are the mailings?

9. How much is it per piece?

10. What’s the total postage?

WRITINRG
Read the instruction and fill out the form.

Mail 300 brochures for John Doe (see the following sample).
Meter the postage of 11.1¢ on each brochure. They are in 2
P.S. bags. Each brochure is 9 x 12 and it weighs 8 oz.
Fill out the form.

John Doe o
123-1st, Avenue 3
San Francisco, CA 94100




ERIC
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. . . Method of P t
1 Statement of Mailing with Meter or Precanceled Postage Affixed DoM:,.,opés‘;:': "

e Bulk Third-Class Mail (Regular-or Nonprofit Rates) O Precanceled Stamps
L ]
MAILER: Complete eli items by typswriter, pen, or indelible pencil. Use Form 3608 if you need e receipt.
Post Office of Maikng Dete {Processing Cetegory USPS Authorized Mading 1D Codafs)
DMM 1208
O Letters
Parmit No. Mailing Stetement Seq. No. O Elsts
3 Machi Parcels
Parmit Hoider's Neme | Telephone Number {Receipt No. O trreguiar Parceis
& Address N
{inciude ZIP Code) O Outside Parcels
No. Sacks No. Treys No. Patiets No. Other
g
E Waight of o
s ISingle Piece — e — — — DPounds
L8
£ | Authorized to use nonprofit.retes? (DMM 625)°* Totat Pieces in Mailing Total Weight of Maiking Sacking Besed on
-; a Yes O No . 0 125 pes. T 15 bs. T Both (DMM 641}
& Name & Address of individusl or Organization for Name and Addrass of Mailing Agent® Check AN That Apply USPS Only)
2 | Which Meiling is Prepared {1f other then the permit hoider)
{if other then the permit holder) "
ac ized Postage P
O Plant Loaded to
O Piant Verified Drop Shipment to
O DMM 144.8 Drop Stwpment to
O BMAU Entry at
0 Qrig. 3O Dest. A/O 2P
Authorized to use nongcofit rates? (DMM 825)° O Grig. O Dest. SCF 30 2P
3 Yes O No 0 Orig. O Dest. BMC
* For buk maitnge of L ible ietter-size pieces (see DMM 520) go to Part A on the
revarsa of this form. = PartA | §
® For buk mailings of nor ' patibie letter-size pieces (see DMM 128) weighing ;g
c 2067 tb. {3.3067 o2.) or less {or .2082 tb. (3.3314 02.) or leas for nonprofit), ‘go to Part B on the P Part B8 $
2 reverse of this form. ? g
2| ¢ For buk maikngs of non letter-size pieces (sse DMM 128} weighing .2067 1. (3.3067 oz.) or less - 2 L
8| tor 2082 1b. (3.3314 ot.) or less for nonprofit), go to Pert C on the reverss of this form. L PartC | ¢
E ¢ For bulk meilings of sH pieces (see DMM 128} weighing more then .2067 1b. (3.3067 oz.) (or .2082 g
© ib. (3.3314 oz.) for nonprofit) but less then 1.0 1b. (16.0 oz.), go to Pert D on the reverse of this = P
s torm. ® art D $
- " -
3 | Single-Piece Rete O or Additional Postage Pey No. Pieces :OIOMO -t
a | (Stete for Addi t P .
Is additionsl buk pound rate peid by permit imprint? (3602-R or N requited) O Y O N
, i Total Postage —— | $
Postage effixed st {Check one) O Correct Rete O Lowest Rete O Neither (DMM 661.324)
*The signature of & mailer certifies that: (1) the maiting doss not violste DMM 625; (2) oniy the mailer's matter is being maeiled; {3) this is not 8 cooperstive
maifing with other persons or organizations that are not authorized to mail st special bulk third-class rates st this office; (4} this maeiling hae Not been underteken
Dy the mailer on behait of or prodk for her person or i not ized to mai ot special bulk third-class retes st this offize; snd (5) it will be
Hable for and agress to pay. subject 10 sppeais prescribed by postal laws and reguilati any ici on this mail due to
o finding thet the mailing is cooperetive or for other ressons. (If this form is signed by an sgem, the agent certifies that it is authorized to sign this stetement,
g thet the certification binde the agent and the nongrofit mailer, and that both the nonprofit madder snd the agent will be kable for and agree to pey sy deficiencies.)
F]
é’ The submission of o felse, fictitious or f h may result in imprisonment of up to 5 years and e fine of up to 810,000 {18 USC 1001). in addition,
E ® civil penaity of up to 05,000 and an additions! assesament of twice the foleely cloi may be & {31 USC 3802).
(5]
Ihoubyeon!fyﬂmalhfomcﬂonWm“mhmowmm.wmmmmwMaMMrnnof
postage claimed.
Signature of Parmit Holder or Agent (Both principsl snd agent are Liabie for any p 9 ' i d) Teiephone Number
Single Puce Are the figures st left sdjusted from mailer's entries? {JYes < No
Waeight — e — . POUNDS [if Yoy’ Reason
2z
€ 1 Check One Presort Verification Per- Date Mailer Notified Contact By (initisle)
S | T verit. Not Scheduied 2 formed a3 Scheduled
g . . e . |Round Stamp Required)
O |1 CERTIFY that this mailing has been inspected concerning: 1) efigibility for the rate of postage clasimed: 2} proper prepsration
(and presort whare required); 3) proper wistion of the of mailing; and 4) paymant of the required annus! fee.
Signature of Weigher Time AM
L]
PS Form 3602-PC, My 1991 Financiel Decument - Ferward to Finance Office

2u1  BESTGOPY AVAILABLE
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ERIC

Aruitoxt provided by Eic:

35
Form 3602-PC — Third-Class Regular or Nonprofit Rates — Postage Affixed
Postage Computation — Bulk Rates
Entry Presort/ Entry Prasoct/
Discount Avutomastion Net Count Discount Automation  Net Count
{tf Any} Discounts fate Pcsibs) Charge of Any) Discounts Rete Pcafibs) Charge

Automation-Compatible Letter (DMM 520)
Nene Saturstion W/S

Non-Automation-Compatibie Letter .2067 Ib. (3.3067 0z.) or less
(.2082 1. (3.3314 o2.) or lees for nonprofit)

x pcs. = § Nene Saturation WS x pcs. = 8
Caortier Route x pes. = § Caorriar Route x pcs. = §
$-Digit Barcoded x pes. = § 3/6-Digit Presort x pes. = §
3-Digit 8 x pes. w § Basic x pes. = §
3/5Digit 2P + 4 x pcs. = §
3/5-Digit Prasort x pes.« §
Bosic 8 ded x pcs. = §
Basic P + 4 x pes. = §
Sasic x pcs. = §
MC Saturstion W/S x pcs. = ¢ [ ] Saturation W/S x pcs. = §
Entry Carrier Routs x pcs. = § Entry Carriee Route x ocs. = §
5-Digit 8 x pcs. = ¢ 3/5-Digit Presort x pCcs. = §
3-Digit Barcoded . x pcs. = § Baeic x pes. = §
3/5Digt 2P + 4 . x pcs. = §
3/5-Digit Prasort x [
Basic B d x pcs. = 8
Sasic ZIP + 4 x pcs.= §
Basic x pcs. = §
$CF Seturation W/S x pcs. = § $CF Ssturation W/S x pcs. = §
Entry Carrier Routs x pcs. = § Entry Carrier Routs x pes.« §
5-Digit B, ded x pcs. = § 3/5-Digit Prasort x pcs. = §
3Digh Barcoded . x pos. = § Basic x pes. = ¢
3/5-Digit ZIP + & ., x pcs. = §
3/5-Digit Presort x pcs. = §
Basic B x pcs. = ¢
Boric 7 4 4 x pcs. = ¢
Basic x pcs. = §
DU Seturstion W/S x pcs. = § ooV Seturition WS | x pcs. = §
Entry Carrier Route x pcs. = § Entry Ceortier Route . x pcs. = &
Total - Part A (Carry to front of form) . Totsl - Part B (Carry 10 front of form) $

Nonletter - .2087 1b. (3.3087 o2.) or less
(.2082 1b. (3.3314 o02.) or less for nonprofit)

AN Ml - Mora than .2087 b, (3.3087 oz.)
(.2082 1b. (3.3314 o2.) for nonprofit) but lees than 1.0 Ib. (18.0 o2.)
Enter the applicable rate sppiied 10 each piece computed es described

in DMM .11.242——‘

Nene Seturation W/S | x pcs. = 8 Nene Seturation WS | x pes. = ¢
Cartier Route x pcs. = § Carrier Route x pcs. = §
3/5-Digit Presort x pcs. = § 3/5-Digit Presort x pcs. = §
Basic x pcs. = § Saeic x pcs. = §

BMC Seturation W/S x pes. = § MC Ssturstion W/S x pcs.= ¢

Emtey Caorrier Route x pcs. = § Entry Cortier Route x pee. = §
3/5-Digit Presoct x pcs. = § 3/8-Digit Prasort x pcs.= §
Sasic x pcs. = 8 Boeic x pcs. = §

SCF Ssturation W/S x pcs.= § SCF Saturstion W/S x pcs.w §

Emry Casrier Routs x pcs. = § Emry Cettier Route L P — T W )
3/5-Digit Presort x pcs. = § 3/8-Digit Presort x pcs. = §
Basic x pco. = § Bssic x pcs.w §

ooy Seturstion W/S | x pcs.= 8 obv Ssturstion WiS | x pcs.= 8

Entry Carrier Route . x pcs. = § Carrier Routs . x pcs. = §

Total ~ Part C (Corry to front of form) | . Totel - Part D (Carry to front of form) |

PS Form 3802-PC, May 1991 (Aeverse;

BEST COPY AVAILABLE
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REVIEW

Summarize the differences among the three forms:

1. statement of Mailing with Permit Imprints
Third-Class Mail (Nonprofit Rates Only)

2. Statement of Mailing with Permit Imprints
Third-Class Mail (Regular Rates Only)

3. Statement of Mailing with Meter or Precanceled Postage Affixed
Bulk Third-Class Mail (Regular or Nonprofit Rates)

-

,
O




ACE MAILING TEACHERS’ NOTES
MODULE 5

LISTENING SCRIPT AND ANSWER KEY

2ba




MATCHING -- p.2

1.
2. b 5. ¢
3. b 6. ¢

o
&
Q

READING -- p.3

UNIT 1

1. Letters 6. Irregular Parcels

2. Letters 7. Flats

3. Machinable parcels 8. Irregular Parcels

4. Flats 9. Machinable Parcels
5. Machinable Parcels 10. Letters

GETTING READY -- P.4
1. / Personal letters are first-class mail.
Third-class mail is printed material.
First-class mail is faster than third-class.
Third-class mail is heavier than first-class.
/  First-class rates are higher than third-class.

|\

2. 1) Statement of Mailing with Permit Imprints
Third-Class Mail (Nonprofit Rates Only)--PS Form 3602-N
2) Statement of Mailing with Permit Imprints
Third-Class Mail (Regular Rates Only)--PS Form 3602-R
3) Statement of Mailing with Meter or Precanceled Postage Affixed

Bulk Third-Class Mail (Regular or Nonprofit Rates)~--PS Form 3602-PC

3. A minimum of 200 pieces or 50 pounds.

4. Yes
5. See samples:
BULK RATE
Nonprofit Org. BULK RATE U.S. POSTAGE
U.S. Postage us. I;OASJAGE PAID
PAID BILINGUAL CHICAGO. IL

Bloomington, Il 32”“2,9".3& PERMIT NO.0000
Permit No. 16

BULK RATE
U.S. POSTAGE
PAID

PERMIT NO. 0000
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READING -- p.8

1. S.F. Museum of Modern Art 2. 4321
1 Oriental Gallery 3. True
1 Fort Mason Building A 4. Yes

S.F. CA 94123

WRITING —- p.9

Statement of Mailing with Permit Imprints

&= Third-Class Mail (Nonprofit Rates Only)

umTED STaTes
SOt G

MAILER: Compiete all items by typewrtiter. pen, or indelible pencil. Prepate in duplicate if you need e recelpt.

Post Office of Mading Dete Procassing Category USPS Authonized Meiing 10 Codels)
S.F. GMF . OMM 128)
- £ Lettars
Permit No. Mailing Stetement Seq. No. aF
ats
1 2 3 w) 2 Parcels
Permit Holder's Name | Telephone Number Recaipt No. O treaguiar Parcels
& Address a ide Parce)
finclude ZIP Codel Outside Parcals
No. Sack No. T No. Pailet No. Oth
g| San Francisco o Shcks e vt N et
é Aris: lli:i.rletct:ogs Club —
£| 55 arket Street Veight of s
k] Single Piece [ — . . 17}, 1. ]
| San Francisco, CA 94102
» | Authorized to use nonprofit rates? (DMM 625)°* Total Pisces in Meiling Totel Weight of Mailing Sacking Besed on
S | Xves O No ) O 125 pes. 3 15 1bs. O Both (DMM 841)
; Neme & Add of indivi or Orgenization for Neme and Address of Meiling Agent* Check Ali That Apply {USPS Oniy)
Which Mailing is Preperad Uf othar then the permit holder)
{if other then the permit holder} acC lized Postage Pay
3 Plent Losded to
O Plant Verified Drop Shipment to
3 BMAU €ntry st
3 Orig. O Dest. A/D 2IP
Authorized to use nonprofit rates? (DMM 825)° 3 Orig. 3 Dast. SCF 30 2iP
0O Yes O No O Orig. T Dest. BMC
® For buk maikngs of L spatible letter-size disces (see DMM 520}, go to Pert A on the - Part A $
reverse of this form. ;5
® For bulk mailings of nen-sutometion compatible letter-size pisces (ses DMM 12B) weighing .2082 I, - ‘: Part B8 $
5 (3.3314 oz.) or less. 9o to Part 8 on the reverse of this form. ? g
s »>
£ F'e For bulk maitings of non letter-size pieces (ses DMM 128) weighing .2082 . (3,334 ozl eriess, | 5 & Part C
E- 90 10 Part € on the reverss of this form. a & art $
O | ® For bulk mailings of sll pieces (ses DMM 128} weighing more then 2082 . (3.3314 ez.) but S
} Sovs then 1.0 . (16.0 0.}, 9O to Part D on the reverse of this form. & PartD | § -
# | single piece Rate T or Additionst Postage Pey No. Pieces foieiPiece s
o | (Stete for Additional Postage) .
is spphicsble bulk rate sifixed to sach e? (Form 3802-PC required)
o P "'f,'m * offixed to each piec Total Postage ————— | $
o]

READING -- p.10

San Francisco, CA 94103

1. May 1, 1992 3. No

. a) Letters 4. Ace Mailing
b) 575 2757 16th Street
c) Yes
d) 3

Q

ERIC

Aruitoxt provided by Eic:

e) 125 pieces (or more, but no more than 15 1lb. per sack)




WRITING -- p.11

Statement of Mailing with Permit Imprints

Third-Class Mail (Nonprofit Rates Only)

ible pencil. Prepare in duplicate if you nesd a receipt.

Post Office of Maiting Date [Processing Cetegory USPS Authonzed Mailing 10 Codels)
S.F. GMF 5/19/92 (OMM 128)
Parmit No ibng S Seq. No. g:““"
. hd R late
1 6 5 3 1 O Machinable Fercels
Permit Holder's Neme | Telephone Numbe’ Recept No. Q Itregular Parcels
(&I :I?:’onl'lr ) 0 Outside Parcels
n Code!
Sierra Club No. Sacks No. Treys No. Pallets  |No. Other
£] 730 Polk Street 6
£] san Francisco, CA 94109 e Proce e pounds
'5 Authotized to use nonpeofit rates? (OMM 625)° Tota!l Pisces in Mailing Totsl Weight of Mailing ing Based on
5] Eves 3 No 1,250 R 125 pes. 3 15 tbs. 5 Both (DMM 641)
5 Nams & Address of Individust or Organizetion for Name and Address of Mailing Agent®

Which Mailing is Prepered .
(if other than the permit holder)

Authorized to use nonprofit retes? (DMM 825}

Ace Mailing

{If other than the permit hoider)

2757 16th Street
San Francisco, CA 9410

Check AN That Apply (USPS Only)

ac lized Postege Pey

T Plant Loaded to

2 Plant Veritied Drop Shipment to
2 BMAU Entry st

T3 Orig. O Dast. A/O 2IP

O Orig. (2 Dest. SCF 3D 2IP

3 Yas O No 2 Orig. J Dast. BMC
o For bulk mailings of sutemation-cempatible letter-size pieces (se¢ DMM 520). go to Part A on the —- Part A $
reverse of this form. §
7]
& For bulk gs of nor iole letter.cis= pisces (see DMM 128) weighing .2082 ®. e 8 Part B $
§ (3.3314 02.) ot less. 9o to Part B on the reverse of chis form. - >
§ o For bulk mailings of non fetter-size pieces (see DMM 128) weighing .2082 . {3.3314 o2.} or less, 3 é Part C $
E @0 to Part C on the ravarse of this form. o E
© | ¢ For bulic mailings of ol pieces (see DMM 128) waighing more than .2082 . (3.3314 o2.) but 14
w | tess then 1.0 . {16.0 e2.], GO to Part D on the reverse of this form. & PartD | % -
2 . .
§ Single Piece Rete O or Additions! Postage Pey No. Pieces l:oul?wco =
a | (Stete for Additions! Postage) R
o . i h piece? (F 3802.PC ired) »
l;l:pl-ubb buik per w;o Nr;u stfixed to each piece? (Form require! To tal Postage $
.

LIS 'NING -- p.12
T: e need to mail these bags today.
L: Are they letters?
T: No, they are 8.5" x 4.5" brochures for St. Francis Memorial
Hospital.
L: Are they nonprofit?
T: Yeah. They are authorized to use nonprofit rates.
L: What’s their permit number?
T: 5608.
L: And their address?
T: 900 Hyde Street, San Francisco, 94102
L: Could you spell the street?
T: H-Y-D-E.
L: How many pieces are there in total?
¢ 575 in 3 bags.
¢ OK. This is the PS form. Could you check?
T: Sure. Thanks.
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Q

ERIC

Aruitoxt provided by Eic:

Statement of Mailing with Permit Imprints
e  Third-Class Mail (Nonprofit Rates Only)

SUENS
MAILER: Complete all items by typewriter, pen, or indelibie pencil. Prepare in duplicate if you need » receipt.
Post Office of Maiting ' - {Dete Processing Cetegory USPS Authorized Maiing 1D Codefs)
S5.F. oMF [current date) oMM iaa
Permit No. 5608 {Maikng Statement Seq. No. R Flats
3 Maché Parcels
Permit Holder's Name | Telephone Number Receipt No. O frreguise Parcels
& Address - a e P
{include 2IP Code) Ou cals
c|St. Francis Memorial- No. Secks  {No. Treys No. Paets  INo. Other
£ |Hospital 3
£ 900 Hyde Street Weight of o oo
e — - — —— — POUI
Z|San Francisco, CA 94102 [S
» | Authorized to use nonprotit rates? IDMM 625)* Total Pieces in Maiting Totel Weight of Mailing {Sacking Besed on
3|0ves O No 575 : § 125 pcs. O 15 1bs. S 8oth (DMM 641)
g Name & Address of Individual or Organizetion for Name and Address of Mailing Agent® Check AN That Apply (USPS Onty)
Which Mailing is Prepared {if other then the permit holder)
{if other then the permit holder) ) ac Postage Pay
Ace Mailing 3 Plant Loaded to
o P ifi Sh
2757 16th Street o erted D1op Shpmant to
San Francisco, CA 9410 3 Orig. 3 Dast. A/D ZiP
Authorized to use nonprofit retes? (DMM 625)° 3 Orig. O Dest. SCr 30 2P
d Yes Q No 2 Orig. 3 Dast. BMC
¢ For buk maiings of sutomatien-competible letier-sise pieces (see DMM §20). g0 to Part A 0n the - Part A $
raverse of this form, S
* For bulk maikings of patibie ietter-size pieces (see DMM 128) waighing .2082 . © ‘2 Part B $
5 (3.3314 ax.) o Jous. go to Part B 0n the raverse of this form. 2 2
=] b} [ .
£ | ¢ For butk meilings of mon tettee-size pisces isee DMM 128) weighing 2082 . (3.3214 ax.) o less, -3 c
g 90 to Part C on the reverse of this form, ) o & Part $
G | * For buk mailings of ol pieces ises DMM 128) waighing mare than .2082 %b. (3.3314 oz.] but S
§ fess than 1.0 1. (18.0 02.), g0 to Paet D on the revarse of this form. & PartD | ¢
‘g’ Single Piace Rate O or Additicnal Postage Pey No. Pieces J:amPioca -
o. [ {Stete for Aadi Py g R
18 o able Duk isce rete effixed to sach piece? (Form 3602-PC ired)
pobc Per piace rete aitixed 1o sach piec requ Total Postage ———» | ¢
O Yes C1 No
*The signature of e mailer certifies thet: (1) the mailing does not violate DMM 625; (2] only the mader’s martter is being meied: (3) this is not & cooperative
mailing with other persons or orgenizetions that ere not suthorized to mail at specia) buk third-class rates et this ofdice; (4) this meiling has not been underteken
by the meiler on behalf of or prod for her person or organizetion not suthorized to meil et specie! butk third-cless rates st this office; end (5} it will be
fisble for and agrees to pay. subject to k ibed by postal lews and reguisti My icienci d on this meiling, whether due to
e 3 finding thet the maeiling is cooperative or for other ressons. (if this form is signed by an sgent, the agent certifies thet it is suthorized to $ign this stetement,
) that the certification binds the agent and the nonprofit mailer, and that both the nonprotit mader and the agent will be lisbie for and agree to pay eny daficiencies.)
o
§ The submission of e faise. fictitious of frauduk may result in imprisonmant of up to 5 yeats and e fine of up to $10,000 (18 USC 1001}. In addition,
T { @ civil penaity of up to $5.000 and sn addrtional essessment of twice the falsely ciei may be i d (31 USC 3802).
5]
1 hereby certify that all information furnished on this form s sceurste and truthful, and thet this materiel presented qualifies for the rates of
postage cleimed.
Signature of Permit Holder or Agent (Both principsl and sgent are lisble for sny postage deficency incurred) Telephone Number
Single Pisce Are the figures st left adjusted from mailer's entries? JYes D No
Weight e e e DOUNS [ TYer Pomae
Totel Pieces Total Waight
> | Totel Postage
é
g Chack One Presort Veritication Per.  jOete Mailer Notified Contact By (iniels)
¢ O Verif. Not Scheduled [1 formed es Scheduied
1] ) Round Stamp (Required)
= |1 CERTIFY that this mailing has been inspected concerning: 1) eligibility for the rete of postage claimed; 2) proper preparetion
{and prasort whaere required); 3) proper pietion of the t of mailing; and (4) psyment of the required annue fea.
Signature of Weigher Time AM
M
PS Form 3602-N, May 1591 Finenciel Document - Forward to Finance Office

2us

BEST COPY AVAILABLE



UNIT 2

READING -- p.16

1. B 4, C 7. D 10. D
2. B 5. D 8. C
3. B 6. D 9. C

UNIT 3
P. 17
1. Yes 3. 158
2. Yes 4. Yes

WRITING -- p.18

Statement of Mailing with Permit Imprints
A% . Third-Class Mail (Nonprofit Rates Only)
MAILER: Compiste alt tems by typewriter, pen. or indelible pencil. Prepare in duplicate if you need a receipt.
Post Office of Maiing Date |Processing Cetegory USPS Authorized Maiing 10 Code(s)
S.F. GMF {current date) gt‘“ﬂlzﬂ)
Permit No. 1 58 Maiting Stetemaent Sea. No. |~ Fl.n:n A
2 Machinable Percels
Permit Holder's Name | Telephone Number Recept No. 3 trregular Parcels
& Address T Outside Parcels
{include 2IP Code)
g S. ¥ . Perfoming Arts No. szclu No. Treys No. Paliete Na. Other
£ |Library and Museum
£1399 Grove Street Weight of 8
Single Pi e ¢ ——— — — d
£|San Francisco, CA 94102 [ =  poundt
« | Authonzed to use nonprofit rates? (DMM 6251° Total Pieces in Mading Totel Weight of Mailing Secking Besed on
FREAL O Ne 57 ¥ 125 pee. 3 15 tbs. O Both (DMM 841)
g Neme & Address of Individust or Organizetion for Name snd Addrese of Mailing Agent® Check Alt Thet Apply (USPS Only)
Which Mailing is Prepsred (if other than the permit holder)
(1f other than the permit holder) J¢C ized Postage Pey
Ace Mailing 3 Plant Loaded to
2757 16th Street = Plsmt Varified Drop Shipment to
J BMAU Entry et
San Francisco, CA 94103 2 Orig. 3 Duwt, A 2P
Authorized to uss nonprofit rates? (DMM 6261° ) Orig. 3 Dest. SCF 30 P
O Yes 3 Ne O Orig. ) Dest. BMC
* For bulk mailinge of eompatible letter-siae pieces (see DMM 520}, go to Part A on the - Part A [ ]
teversa of this form. §
® For buik Maitings of nen-autemation sempetible letter-size pieces (see DMM 128) waighing .2082 &. '; Part B $
§ 13.3314 ox.) or (008, 9O to Port B on the reverse of this form. § 3
2 | & £or buk meilings of nen letrer-size pieces (ses DMM 128) weighing .2082 . (3.3314 ez.} e lese, iz
'é 0 to Part C on the reverse af this form. < K PartC | ¢
G | @ For buik mailings of sl pieces (506 DMM 128) weighing mere then .2082 B. (3.3314 or.) bt g
* tess than 3.0 . (16.0 e2.), 90 10 Part D on the reverse of this form. 13 PartD | ¢ -
3 Single Piece Rate O or Additionsl Postage Pay No. Pieces  |Rete/Piace
E State o !of‘“' P 0 4 e =4
L L] ioce? o ired
18 sppNCable Bulk per piece rate Bffined to each piece (Form 3602-PC required) Total POS“GQ » $
] Yes ) No
Q
ERIC e
[ AV




Q

ERIC

Aruitoxt provided by Eic:

1 Statement of Malling with Meter or Precanceled Postage Atixed | o xeacremme™
Eag Bulk Third-Class Mall (Reguisr or Nonprofit Rates)

3 Meter Postage
O Precanceled Stamps

MALER: C: ot teme by typawriter, pon. or indekbls pencs. Uss Form 2808 # veu need & recest.
Post Ottice of Modng Dewe P-t-n‘?‘cuom USPS Avshonssd MESing 10 Codeis)
Porma No. Madveg Siatemont Saq. Mo g,_.
(=} Parcels.
:mucu'-m Toluphans Number Recopt He. O kroghder Parcrin
Sachuge DP Cosed . 0] Outeste Porc
Mo. Sachs Ino.mn Ne. Poiore ln..ou
§ Weight of &
AvINeneed 10 Uee Aepredit rates? DMM $261° E—uwam Tots! Weught of Mg Sacing Bosed on
O Yoo O Ne 2 128 pca O 15 Re. T Besh OMM $41)
Nuns & Aderees of individust or Orgarusonen for [Name and Address of Masing Agent™ AR That Apply RGPS Oniy)
Which Makng 6 Prepored 4 other When the port heider)
#1 O hon T pernet helder o
O Plont Losded o
3 Pient Yenhed Drep Shipment to
O D 144.8 Drop Shpmant to
O DAY Emry 01
O Ong. J Dowt. AK) 200
Avihoriasd 10 uee fengrofit reses? DM S281° O Ovig. J Deat. $CF 30 20
Oves O e O Ong. O Dost. BMC

Thicd-Class Mait (Regular Rates Oniy)

1 Statement of Mailing with Permit Imprints

SAMLER: Complute o8 Home by typowrier. pon. of indelibie ponsl. Propere in duplicets i you Aesd o Tecoivt.

oot Othag of Modng

MM 1281
T Waang Fioiement Toq. o0 U™
Qfl.e
- I3 Portole
:umm---m]w.mw Rocowt Ne. U trraguiss Partals
m“““'v Coset U Ouennge Porcele

USPS Autonsed Medng IO Codein)

m'm‘m

ve. Sachs Jn..nm Mo. Potets  [Ne Oner

(Tarel Prsces o Medbng ltuuwmdu-n.

Woght of &
Snngle Prace — ———— POUNES
Sachng Sass on

0 128 pes. U 15 Be. J Seth DM 841}

Noma & Addrons of indevadvet o Ovpirutstion fur

(Home and Aorate of Modwng Agern
O GANe! TASN e Parma hoider)

IChoch AY That Apply SPS Orty!

O Comtahrod Festoge Poyment
0 Piget Loaded to

3 Pient Venhet Drep Shpment 1o
O BMAU Erry o1
Q0. DOn. AO 2P
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Statement of Mailing with Permit Imprints

Third-Class Mail (Nonprofit Rates Onty)

—
ARR
MARER: ol Reme by 900, ot ndetibie pencl. Prepere in N you need @ receipt.
Post Otinte of hindng Oote {Procesensy Cotogary USPS Avthensed Mesng 10 Coneinl

1D 120!

JLerters
Pormet No. Motng Siosoment Sou. Wo. |51y
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BEST COPY AVAILABLE




CENTS (¢) AND DOLLARS ($) -- p.20

1. 200¢ 6. 29¢

2. 50¢ 7. 11.1¢
3. 8¢ 8. 13.2¢
4. 10.1¢ 9. 14.6¢
5. 19.8¢ 10. 6.3¢

1. $25 4. $113.385
2. $24.5 5. $349.5
3. $16.2 6. $94

7. $0.165 x 650 = $107.25
8. $0.063 x 3000 = §189
9. 10.9¢ .= §0.109

$0.109 x 575 = $62.67(5)
10. 9.4¢ = $0.094

$0.094 x 250 = $23.5

READING -- p.21

l. Yes 5. 575

2. No 6. $§63.83
3. No 7. Yes

4. $0.111

READING -~ p.23

a. The rates are different.
b. Form 3, Part C is different.

READING -~ p.22

(see next page)




; Statement of Mailing with Permit Imprints
=  Third-Class Mail (Nonprofit Rates Only)
ey - :
MAWER: Complete all ems by typewtiter. pen, or indelible pencl. Prepare in dupi it you need e receipt.
Post Office ot Moiling Date |Processing Cetegory USPS Authonized Maiting 1D Codels)
S.F. GMF 5/25/92 oW 128
Permit No. Mailing Stetement Seq. No. X Flats
1 23 4 am Paccels
:o:m Holder's Name | Telephone Numbar Receipt No. O teeaguiar Porcals
ddress * X
finciude ZIP Code) 5 Qutside Parceis
§ De Young Museum No. Siclu No. Trays No. Paliets No. Other
=1 4321 Park Road —
$| San Francisco, CA 94111 [Semvsots — e — — — pounds
‘o | Authorized 10 use nongrofit retes? OMM 825)° Totsl Preces in Maing Totel Waeight of Mailing [Sacking Based on
'é RYes OnNe 250 [ 125 pes. O 16 s, O Both OMM ve 1)
; Name & Add of indwidual o¢ O ion for NmNAd&.uolMMAml‘ CM&AI?MAMNSPSOMVI
Which Maiting is Prepered A other than the permit hoider)
Af other then the permit hokder) ac¢ Pcatage Pay
Ace Mailing Q Pisnt Losded 10
2757 16th Street g:‘M":u";"""‘:"’ Shioment 10
. ry
San Francisco, CA 94103 0 Orig. O Dest. ATO 2P
Authorized to use nonprofit rates? MM 625)° G Ong. O Dest. SCF 30 2»
O Yes O Ne DW.DM&.M%
€Entry Prasort/ at A on the ] PartA | ¢
Discount Automation Net Count 3
§ af Any) Discounts . Rete Pesnps) Charge 2682 . § e Part B8 s
3 i~
s Non-Automation Compatibie Letter 4 01.) or lose, - 357
£ |F 2082 1. (3.3314 o1 or ess < ‘§ PartC ¢ 24,50
=3 . .
[x1 Nens SsturstionW/s 071 x pcs. = 8 o) but =
§ Catrier Routs 074 x pes. = & - & PartD | s
S 3/5-Digit Prasort 098 X_‘D_U___ pcs. = § a - "
é Sesic 111 x pes. = ¢ No. Pieces :.m'nc. =t
Total Postage ———— ¢ 5, 5,
sMC Saturation W/S 059 x pcs. = §
Entry Cartier Route 062 x pes. = ¢
3/5-Digit Presont  .086 x Pes.w ¢
Basic 099 x pes. = §
$CF Seturstion WS 054 x pcs. = §
Entry Corrier Route 057 x pcs. = §
3/5-Dign Prasont  .081 x pco.= ¢
Besic 094 x pes. = §
ooy Seturstion WiS 049 e PCS.w § —_—
Eotey Catrier Routs 082 x pco. = §
Total - Part B (Cony te frant of form) 1 24.5
P
R e

ERIC BEST COPY AVAILABLE

P A v et provided by ERC

-t




UNIT &

GETTING READY —- p.25

1. YES
2. No
3. YES
4. YES

WRITING -- p. 25/26

Statement of Mailing with Permit Imprints
. Third-Class Mail (Regular Rates Only)
[t
MAILER: Compiete all kems by typewriter, pen. or indelible pench. Prepare in duplicate it you need & receipt.
Post Offica of Mailing Date |Processing Category USPS Authorized Mailing ID Codals!
S.F. GMF [current date) :'f:“:i"
Permit No. 12 Maiking Statemant Seq. No. 3 Flats
) Machinabie Parcels
Parmit Hoider's Neme | Telephone Number Recaipt No. 0 trregular Parcels
& Address J Outside Parcels
(Include 2IP Codel 3 T oo,
5 JOhn Doe No. gch No. Trays No. Paliats No. ]
H 123 - 1st Avenue m— -
.g San Francisco, CA 94110 {Single Pisce 0.2 o 82 pounds
K Tota! Piecas in Mailing Totel Weight of Mailing Sacking Based on
s 575 £3125 pes. O 15 tbs. T Both (DMM 641)
- iﬂ Name & Addrass of Individuel or Organizetion for Name and Address of Mailing Agent Check All That Apply (USPS Onty)
Which Mailing 18 Prepared {It other than the psrmit hoider)
{if other than the permit hoider) Ace Mailing ac d Postage Pay
3 Plant Losded to
2757 16th Street 2 Plant Varified Drop Shipment to
San Francisco, CA O BMAU Entry at
1 2 Orig. 5 Dest. A/O 2IP
94 “03 3 Orig. O Dest. SCF 3D 2P
3 Orig. T Dast. BMC
« For buk naitings of sutomatien-competibie letter-siae pieces (see DMM 520), go to Port A on the - Part A $
ravarse of this form. 2
n
* For buk mailings of non-sutometion cempstibis letter-size pieces {ses DMM 128) waighing .2087 b.
S (3.3087 or.) or less. go to Part B on the ravarse of this form. § 2 > PartB | ¢ 94.87
| « For bulk maifings of non letter-size precss (see DMM 128) weighing .2087 . (3.3087 ez.1 or less. z é PartC | &
g @O to Part C on the reverse of this form. a c art
S 1 ¢ For buk madlings of s pieces (ses DMM 1281 waighing more then .2067 B. {3.3087 o2.) but 2
§ toss then 1.0 Ib. (16.0 oz.}, GO to Pert D on the revarse of this form. © PartD | §
g Single-Pisce Rate 1 or Additional Postage Peyment No. Pieces  |Rate/Prece $
a | (Stete for Additional Postag i e |
l; 'vo::clbh butk per pio;- '::u atiixed to each piece? {Form 3802-PC required] Total Posta ge » $ 94.84

lo XL
&1

ERC BEST COPY AVAILARIE




Q

ERIC

Aruitoxt provided by Eic:

. . .
Form 3602-R — Third-Class Regular Rate — Permit Imprint
Postage Computation — BulK Rates
Entry Presort/ Entry Presort!
Discount Avtomation Net Count Discount Automation Net Count
11 Any) Discdunts Rate PcsiLbs) Charge it Any) Discounts Rate {PcsiLbs) Charge
. Non-Automation-Compatible Letter
Automation-Compatible Letter (DMM 520) 2067 Ib. (3.3067 oz.) of less

None Satwetion WS 124 x ___________ pes.» b Nene Sstemtion WS 124 x pcs. = §
Carrier Route A3 x pes. = $ Carrier Route A3 x pes. = 8
S-Digit Barcoded 146 x pes.w $____ 35.Digit Prasort 165 x DI pos.x 8 94 871
3-Digit 8 ded .154 x pes. = $ Basic .198 x pes. = $
3/5-Digit 1P + & 161 x pes. = $ o
3/5-Digit Prasort 165 x O
Basic Bercoded .178 x pcs. = &

Basic 2IP + 4 .189 x pes. = $
Basic .198 x pes.» §

MC Ssturstion W/S 112 x pes.= $ MC Ssturetion W/S 112 x pcs. = §

Entry Carrisr Route 119 x pes. = $ Entry Carrier Route 119 x pcs. = §
6-Digit Barcoded .134 x pcs. = 8 3/5-Digit Presort 153 x pes. = $
3-Digit 8. ded .142 x pcs. = $ Basic .186 x pcs.= 8
3/5Digit ZIP + 4 148 x - pcs. » $
3/5-Digit Prasort 153 x pcs. = 8§

Basic 8arcoded 167 x pcs. = §
Basic 2IP + 4 AT7x pcs.= §
Basic .186 x pes. = §

SCF Ssturation W/S  .107 x pcs. = $ SCF Saturstion W/S 107 x pes. = $

Entry Catrier Route 114 x pcs. = § Entry Carrier Route 114 x pcs. = $
5-Digit B 129 x pcs. = § 3/5-Digit Presort  .148 x pcs.= 8§
3-Digit B ded .137 x pcs. = § Basic 81 x pcs. =.$
3/5-Digit ZIP + 4 .144 x pcs. = §
3/5-Dgit Presort . 148 x pcs. = §

Basic Barcoded 162 x pcs. = 8
Basic 2IP + 4 172 x pcs. = §
Basic . 181 x pcs. = §

ooV Ssturstion W/S 102 x pcs. = § 210 V] Saturstion W/S 102 x pcs. = §

Entry Carrisr Routs 108 x pcs.= § Entry Carrier Route L1089 x pcs. = ¢

Total - Pact A (Caery 10 front of form) s Total ~ Part B {Caery to front of form} SM__

) AN Mait - More then .2067 tb.(3.3067 oz.)
Nonletter ~ .2067 ib. (3.3087 oz.) o Less Sut less than 1.0 1b. (16.0 oz.)

Nene Ssturstion W/S  .127 x pcs. = § None Saturation W/S  .003 x pcs.= 8
Carrier Route L1842 % pcs. = § plus .600 x s, = §
3/5-Digit Presort  .187 x pcs.= $ Carrisr Route 018 x pcs. = §
Basic 233 x pes. = $ plus 600 x g, = 8§

3/5-Digit Prasort -.063 x pes. = §

plus 800 x s = $

Rasic L1098 x pcs. = 8

4 plus 800 x s, = §

MC Saturstion W/S 115 x pcs. = $ sMmc Saturation WS .003 x pcs. = $

Entry Carrier Route 130 x pcs. = § Entry plus 542 x s = 8§
3/5-Digit Presort 175 x pes. = § Carrier Routs 018 x pcs. = $
Basic 221 x pcs. = 8 plus .542 x ts. = ¢

3/5-Digit Presort 063 x pcs. = 8
plus 542 x tbs. = §
Basic .109 x pcs. = §
plus 542 x e, = §

SCF Ssturstion W/ 110 x pcs. = § $CF Saturetion W/S  .003 x pcs. = §

Emry Carrier Route .125 x pcs. = $ Entry plus 519 x s, = 3
3/5-Digit Presort 170 x pcs.= § Carrior Route .018 x pcs. = §
Sasic 218 x pcs.= § pius 519 x bs. = 8

3/5-Digt Presort 083 x pcs. = $

plus 519 x s, = §

Bss:ic 1109 x pcs. = §

plus 519 x s, = 8

oou Ssturstion W/S 108 x pcs. = § 1) Saturstion W/S  .003 x pes. = §

Entry Carrier Route 120 x pcs. = § Entry plus 496 ths. = 8§

Carner Route 018 x pcs. = §
pius 496 x s, = §

Totat - Port C (Comry to front of ferm) | Totet - Part D (Corry 1o front of forml | T —

PS Form 3802-R, May 1991 (Reverse)

2'( 4

BEST CGPY AVAILABLE




WRITING -- p. 28/29

| ’: Statement of Mailing with Permit Imprints
. ammaas  Third-Class Mail (Regular Rates Only)

Lo U
MAILER: Complete all kems by typewriter, pen, or indelible pencll. Prepers in duplicate i you need e receipt.
Post Office of Mailing Date Processing Category USPS Authorized Maiking 1D Codels)
S.F. GMF (current date)[t™ '
Permit No. 1 3929 . Maiing Stetement Seq. No. o f’“‘
] Paccels
;umn Holder's Name | Telephone Number Aeceipt No. O lereguiar Parcets
Address - - L
s s [108-375-1287 B L
5| Gosby House Inn No sj’:; No. Treys I Mo
§ 643 Light house Avenue [eane o 0 3 325
| Pacific Grove, CA 93950 (Sincle Piece — + = = = = pounds
" Total Pieces in Maiing Total Weight of Mailing Sacking Sesed on
3 575 191.18 1b. O 125 pes. G 16 1bs. [ Both (DMM 841)
L3
Z | Name & Addrass of Individusl or Organizetion for Name and Adcress of Mailing Ageat Chack Al That Apply RISPS Only)
Which Meil:ng is Propared - [0t other then the permit holder}
Hf other then the permit hoider} . O ¢ ized Postage Pey
O Plent Losded to
Ace Mailing O Pant Veritied Drop Shipmant to
2757 16th Street 03 BMAU Entry ot
San Francisco, CA 94103 O Org. DOest. A0 2P
O Orig. O Dest. SCF 30 21P
O Orig. O Dest. BMC
* For buk mailings of 1ummm;mouuszo).ooqoMAonm Part A $
reverss of this form,
* For bulk maiings of non-autematien compatibie letter-size pieces (ses DMM 128) weighing .2087 . Part B $
. 13.3087 wz.1 o¢ loss. go 10 Part 8 on the reverss of this form. -
o For bulk meings of non letter.size pieces (see DMM 128) waighing .2067 . (3.3067 ez.) eriess, | &
90 0 Part C on the reverse of this form. « PartC | ¢

For butk mailings of all pieces (see DMM 128) weighing mere then .2087 Ib. (3.2087 e1.) but
loss than 1.0 . (16.0 ez.). go t0 Part D on the reverse of this form.

PartD | $150.93

"R

Single-Piece Rate O or Additional Postage Payment I"°'

; {From Reverse Side}
A\

Postage Computation
*

(State reesons for Additions! Postege)

s

Is spplicable Wik per pisce rate affixed te sach piece? (Form 3802-PC required)
0 Yoo 0 No

Total Postage ——— [ $,.0 g4

mmnmﬁommdmtmnmﬂhmmmwtom subject 10 appesis prescribed by postel laws and reg L
26385589 on this madling. If this form is signed by an agent, the agent certifies that it is suthorized 10 sign this statement. |mmcmmcnmmmmm
and the maeiler and both the maeiler snd the agent will be Kabie for and agree 10 pay any deficiencies.

§ -
k4 The submission of o fales, fictitious or frauduient statemer.t may result in imprisonment of up 10 5§ yeare 3nd ¢ fine of up to $10.000 (16 USC 1001). In sddition.
g o civil panatty of up to $5,.000 and an sdditional sesessment of twice the falssly clsimed may be i d (31 USC 3802).
€
S| 1 hecoby cortity that all information furnished en this form s accurste and truthdul, snd thet this materiel presented qualifies for the retes of
postage cleimed.
Signature of Permit Holder or Agent fBoth principsl and sgent are lisbie for sny & C y i d Telephone Number
Single Piece |Are the tigures st left sdjusted from mailer's entries? D Yes i) No
I Weight ___._._.MW%’.M .
Total Piaces - Totel Weight :
g Tmu'mm
$ | Cheack One Prasort Verification Per- Date Mailer Notified Contact Sy nitiaig)
2 | O Verif. Not Scheduied J formed o3 Scheduied
g - . [Round Stamp Required)
= | | CERTIFY that this mailing has been inspected concerning: 1) ehigibility for the rate of postage claimed; 2) proper preparation
(and presort whers required); 3) proper compietion of the statermnent of mailing: snd 4} pay of the Y ol foe.
Signature of Weigher Time AM
M
PS Form 3802-R, May 1891 Financisl Decument - Ferward 1o Finence Ottice

ERIC 295

Aruitoxt provided by Eic:




Q

ERIC

Aruitoxt provided by Eic:

Form 3602-R — Third-Class Pegular Rate — Permit Imprint
Postage Computation — Bulk Rates
€Entry Presont/ Entry Presort/
Discount Automation Net - Count Discount Automation Net Count
af Any) Discéunts Rats Pcsibe) Charge 4 Any) Discounts fists {PcsAbs) Charge
. : Non-Automation-Compatible Letter
Avtometion-Compatible Letter (DMM 520) .2087 ®. {3.3087 oz.) or lees
None Ssturstion W/S 124 x pcs.= § « Neme Ssturstion WIS 124 x pcs.= &
Carrier Route 131 x pes. = & Cartier Routs A3 x pcs. = §
8-Digit Barcoded . 146 x pcs.= ¢ 3/8-Digit Presort . 168 x pcs.= §
3-Digit @ ded .154 x pcs.= § Basic 198 x pcs.= ¢
3S5-Digit 1P + 4 161 x pcs.= ¢
3/5-Digit Presort 188 x pcs.w §
Bsasic B 179 x pcs.= §
Basic 2P + 4 189 x pcs.= §
Basic . 198 x pcs. = §
sMC Seturstion W/ 112 x pes. = § MC Saturstion W/S  .112x pcs.= §
Entry Cartier Routs 19 x pcs.= § Entry Cartier Route 119 x pcs.= &
5-Digit 8 ded .134 x pcs. = § 3/5-Digit Presort  .153 x pcs.= §
3-Digit & o 142 x pes. = § Basic .188 x pcs.»
3/5Digt 2P + 4 139 x pcs. = §
3/8-Digit Presort  .183 x pcs. = §
Basic B 1687 x pes.= §
Basic2IP + 4 A77 x pcs. = &
Basic L1886 x pes.» § 4
SCF Ssturstion WS 107 x pcs.= ¢ SCF Ssturation WS 107 x peg.= §
Entry Carriet Routs A4 x pes. = § Entry Carrier Aouts 14 x b pcs. o §
5-Digit 8 129 x pcs.= ¢ 3/5-Digit Prasort . 148 x pcs.= ¢
3-Digit B, ded .137x pcs.= § Basic 181 x pcs.= §
3/15Digit 2IP + 4 144 x pcs. = §
3/5-Digit Prasort 148 x pes. = §
Basic 8 ded .162 x pcs. = §
BasicZiP + 4 172 x pes.= ¢
Bssic 181 x pcs. = §
> ) Saturstion WS .102 x pcs.= & Dov Ssturstion W/S 102 x pcs.= &
Entry Cortier Routs 109 x pcs.= § Entry Carrier Routs .109 x pcs.= §
Totel - Part A (Carry to frent of ferm) [ Total - Part 8 {Carry to frent of form) ]
AN Mal - More than .2087 . (3.3087 oz.)
Nonletter - .2067 . (3.3087 oz.) or Less But less than 1.0 Ib. (16.0 o2.)
None Ssturstion W/S  .127 x pcs.= & None Ssturstion WS .003 x pcs.= §
Cartier Routs 142 x pcs. = & plus .800 x s = §
3/5-Dwgit Pragort 187 x pes.= § Csrriet Routs 019 x pcs.= &
Basic 233 x pes.=. § plus .800 x bs. = ¢
B B s R
plus 800 x Be. = ¢
Basic 109 x pes. = §
plus . 000 x Be. = §
[ Ssturstion W/S 118 x pcs.= ¢ oNC Saturstion W/S | .003 x pce. " ¢
Erry Carrier Routs .130 x pes. = § Erry plus 542 x e = §
3/5-Digit Presort 176 x pcs.= ¢ Carrier Routs 018 x pcs.= ¢
Basic 221 x pcs. = plus 542 x . e = ¢
* 7 3/5-Digit Presort 083 x pcs.= ¢
plus 542 x bs. = ¢
- Basic .109 x pcs. = §
phis 842 x e = ¢
9CF Sswrstion W/S 110 x pcs.= & $CF Ssturstion W/S  .003 x pcs. = §
Emtry  Carrier Routs 128 x pes. = § Entry plus 519 x e = ¢
3/5-Digit Prasort 170 x pcs. = § Carrier Routs 019 x pcs.= &
Basic 216 x pce. = § phs $19 x e. = ¢
3/6-Digit Presort 083 x pcs. = §
plus 519 x bs. = §
Sasic .109 x pes.= ¢
. plus 819 x e = 8
[ ) Ssturstion W/S 108 x pcs. = § oy Sstwstion WS 003 x - pcs. = §
Entey Caorrisr flouts 120 x pte. = § Entry plus A x e e
Caorrier Routs 018 x pce.= 8
plus A e =
Torst - Pact C (Carry 1o homt of form) S | Tetsi - PartD (Corry to tromt ot feem) + 150,93

" P5 Form 3602-R, May 1991 (Aeverse)

276

 BEST COPY AVAILABLE




1 ‘ Statement of Mailing with Perrﬁit Imprints
4. Third-Class Mail (Nonprofit Rates Only)

AT
umtn:cmulnmwwm«. pen, or indelible pencil. m.hﬂm-nyoumdumm.
Post Otfice of Mailing . Dote {Processing Cetegory USPS Authotized Mailing 1D Codels)
S.F. GMF current date) ;‘:M 128
Permit No. 3 9 0 1 Mailing Stetement Seq. No. DF:::n
O Machinsbie Percels
Pormit Hoider's Name | Telephons Number Receipt No. O trregiier Parcels
*| & Addrass O Outside Parcels
finchude WP Code}
‘gl St. Luke's Methodist No Secks — [No.Trays  [No. Paers o, Orhe
3 Church 13 :
£].209 Seymour Aveune Weight of o 0.6500
o Single Piece Mo pounds
2| st, Michaels, MD 21663 - — . —
- Authotized to use nonprofit retes? OMM 825}° Totat Pieces in Mailing Totst Weight of Mailing Sacking Based on
'% W Yeos O No 300 D‘lepcc.ﬂ 15 . O Both (DMA: 841)
S [Neme & Address of individusl or Organizetion for Nome and Address of Maing Agent® Check AN That Apply {USPS Oniy)
Which Msiting it Prepared 01t other then the permit holdes) .
Uf othar than the permut hokder) Ace Hailing oc ized Postege Pay
O Pisnt Loaded 10
2757 16th Street O Piset Verified Drop Shipment to
San Francisco, CA O BMAU Entry ot
94103 DOrg DO AO TP (e
Authorized t0 use nonprofit rates? DMM 826)° O Orig. O Dest. SCF 20 2P
O Yes O No OOrig. ODest. BMC oo
+ For bulk mafings of sutemation-compasible letter-sise pieces (ses DMM 520). 90 10 Part A on the - PartA | ¢
reverse of this form. i
-Fummofmmmmu-mm(mowul)mm.m-. bt Part B s
! 3914 o2.0 of tess, 90 10 Part 8 on the reverse of this form. ) g .
. FuMmmolmmwcnlmm11.)“9&\..20'2..(3.33“.:.).“. § @ c
L] go 1o Part C on the reverse of this form. s & Part $
o 0FuMWo!ﬂpﬁcn(‘nMullwoighi\gm“ﬂ-n.w..(lﬂilu.lu S
3 bun‘-n1.0..(1'.0.:.!.90|omommomonlium. b PartD | ¢ 78,49
Singie Piece Rets T or Additional Postage Peyment No. Pieces  [Ante/Piece -t
& | tStete reasone for Additionst Postage) P
] . i ? 2-#C _
. .Wuwmmommumwo Form 380 roquired} Total pomo. » $ 78.49
O Yes O No N
-Tmmunoummmm:mummammm.mus;mmnw-mumm;muhmownm
maiking with 0ther paraons o¢ i mmmmmmwtomnmmmwunum:«)ummmmm
hy(homonbthoﬂdummdmmmumﬂ:mmmuwamukmmmnuﬂdﬁu;“(i)nwlﬂlt
Seble for ond 3grees 1o Dy, subject 10 8pP i D! ibed by poatsl lewe and re=utiti any L e o¢ on this Maling, whether $ue to
# finding that the mailing is coop ive of for other ummamwnm,mwmmnhuwwu\mnw,
é Mmmmmwuwmmwmm,ummmmmunmﬂuummwummm.i
2 .
;-?_ YMWdudu,mnmamunmmymmhmdwuimwoﬁndwnno,m(‘llusc1001l.hm.
s ocivinndtvduptou.ooown.miondummlohwmun foloely !nqh woesd (31 UST 3802).
© lmymndmmmmﬂmbmmﬂW.“M_ﬂbmmmmmmd
postage claimed.
SWdemmuAmmmwNmelum, d) . Tolophons Number
Single Piece Arg the fggunhhodiunodlm maiter’s entries? O Yes O No
Weight e o e e —mm e POUNdS L1} Yeos'* Rasson
Totsl Pisces Totat Weight
§ Totst Postage
£ | Check One resort Verification Per. |Dte Masler Notified [contact By Bnitiole)
; 03 Verit. Not Schoduied 0 fermed o8 Scheduled
f . . |Mound Stemp Mequired)
Ictﬂmmm«mmmmﬁnwﬂ:ndig&biﬁtyfotmmufponmdm:z)wmmm .
wpn_wnmcnwind);:”pmpor wistion of the umﬁw:mmmmmmumdm.
Signature of Weigher Time AM
"
PS Form 3602-N, Mey 1991 Finenciel Decument - Ferward te Finance Office

ERIC

ERIC v BEST COPY AVAILABLE




Q

ERIC

Aruitoxt provided by Eic:

Form 3602-N — Third-Class Nonprofit Rate — Permit Imprint

Postage Computation — Bulk Rates

Entry Prasont/ Entey Presort/

Discount Automation Net Count Discount Automation Net Count

{1 Any) Discounts fats Pcsihds) Charge of Any} Discounts Rats {PcsiLbs} Chsrge
Non-Automation Compatible Letter

Automation-Compatible Letter (DMM 520) . .2082 ib. (3.3314 01.) or less

None Ssturstion W/S L0711 x pes.= § Nene Ssturstion WS .071 x pcs.= §
Catrier Routs 074 x pcs.= § Corrier Routs 074 x pcs.= §
S-Digit 8. 081 x pcs. = ¢ 3'5-Digit Prasort  .098 x pcs. = ¢
3Digit 8 d .C82 x pes. = 4 Basic A1 x pcs. = ¢
3USDigit ZiP + 4 094 x pcs. = § ’
3/6-Digit Presort 098 x pcs.= ¢
Basic Barcoded 094 x pcs. = ¢
Basic P + 4 104 x pcs. = §

Sasic A1 x pcs. = §

oMC Ssturstion W/S 059 x pcs.= ¢ mC Ssturstion W/S 059 x pcs. o« §

Encry Carrier Routs 082 x pcs.» § Entry Carriec Routs 082 x pes.= &
$-Digit B. 089 x pce. = ¢ 3/5-Digit Presont  .086 x pcs. = §
3-Dight 8 .076 x pcs. = ¢ Sasic 009 x pcs. = ¢
3/6-Digit 2P + 4 082 x pcs. = §
3/8-Digit Prasort 066 x pcs.» ¢
Basic 082 x pcs. = §

SasicZiP + 4 092 x pcs. = §
Basic - 089 x pes. = ¢
. $CF Ssturstion W/S 054 x pcs.= § SCF Ssturation W/S 054 x pes. = ¢

Emry Carriot Routs 087 x pce. = § Enry Carrier Routs .057 x pes. » §
5-Digit Barcoded 084 x pcs. = ¢ 3/5-Digit Presort  .081 x pcs.= ¢
3-Digit Barcoded  .071 x pcs.= ¢ Basic 094 x pcs.= &
3/8-Digit ZiP + 4 077 x pes.» § o
3/5-Oigit Presort 081 x pcs. = §

1. Sasic . 077 x pcs. = ¢
Sselc 2P + 4 087 x pcs. = &
Seeic 094 x pcs.» §

oou Sstuestion W/S 048 x pes. = & oou Sstucation W/S  .049 x pcs. = &

Emry  Corier Routs 082 x pcs. w § Enwy  Carrier Routs 082 x pcs. = ¢

Totsl - Part A {Carry 10 front of form) | — Total - Part 8 (Carry to front of form) [ ]

All Mall - More then .2082 ib. (3.3314 o2.)
Nonletter - .2082 1b. {3.3314 oz2.) or Less Butigas then 1.0 1b. (16.0 oz.)

Nene Ssturstion WS 073 x pcs.= ¢ Nene Ssturstion W/S  .002 x pcs.= §
Corrier Routs 080 x pcs. = § plus . 341 x bs. = §
3/5-Oigit Presort . 111 x pce.» § Caerier Routs .009 x pcs.= §
Basic T2 x pcs.= & plus 341 x be. = §

3/6-Digit Presort 040 ,EEE»- S v a—
plus 341 x be. 8 _66 40
Sasic 064 x pcs.= ¢
. plus 341 x e = ¢

[ Satuestion WS 081 x pcs. = § ] Ssturation W/S 002 x pcs. = §

oty Catrier Routs 088 x pce. = ¢ Emey phus 283 x e. = ¢
3/5-Digit Presort 099 x pcs. = ¢ Caorrier Routs 009 x pcs.= ¢
Sasic 413 x pcs.= ¢ plus .283 x e = ¢

- 3/5-Digit Presort  .040 x pcs.= ¢
plus .263 x be. = ¢

Basic 054 x pcs.= §

plus .203 x e, = ¢

SCF Ssturstion WS .088 x pcs.= ¢ SCF Sotucation WS .002 x pcs. = §

Enary Carrier Routs 083 x pes. = § Entry plus .260 x be. = §
3/5-Digit Presort 094 x pcs.= ¢ Caorrier Route 009 x pcs.= ¢
Basic 108 x pcs.= § plus .200 x s = ¢

- J6Uigit Present 040 x pes. = §

® phus .200 x s, = ¢
Basic 054 x pcs.= §

plus .280 x e, = ¢

ODU  Setwation WS .05k pcs. = & DOU  Satwation WS .002 x pcs. = &

Enery Carriec Routs 058 x pcs. = § Snvry plus 237y e. = ¢

Cartier Routs 009 x pcs. = §
plus .237 x bs. = ¢

Totel - Part C (Corry 10 front of form) [ . Totel - Part D (Carry 10 fromt of form) ) 78.49
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GETTING READY —- p.31

l. YES
2. YES
3. NO
4. YES
5. YES

READING —- p.33

1. NO 6. 38

2. NO 7. Less than 0.3314 1b.
3. YBS 8. Letter

4. YES 9. $6.035

5. YES 10. $20.13

WRITING —- p.33

(see next page.)
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3 i "
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§ form. T Part D $
% | Single-Piece Rete 3 or Additional Postage Pay No. Pieces 2"'"’5’“ =$
a | (Stats for A P ) R
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- - Total Postage —— | §
Postage sffixed at (Check one) O Correct Rsts T Lowast Rata O Naither (DMM 661.324) 33.3
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Form 3602-PC — Third-Class Regular or Nonprofit Rates — Postage Affixed

Postage Computation — Bulk Rates

Entry Prasort/ Entry Presort/
Discount Automation Net Count Discount Automation  Net Count
(It Any) Discounts Rate {Pesitbs) Charge it Any) Discounts Rats {PcsiLbsl Chage
Non-Automation-Compatible Latter .2087 1b. {3.3067 oz.) or less
Automation-Compatible Letter (DMM 520) (.2082 . {3.3314 oz.) or less for nonprofit)
Nene Saturation W/S x pes. = 8§ Nene Saturation W/S x pcs. = 8§
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(171 Saturation W/S x pes. = § aMC Saturation WSS x pcs. = §
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3/5-Digit Prasort x pcs. = § 3/5-Digit Prasort x pcs. = §
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SCF Saturation W/S x pcs.= § SCF Saturation W/S x pcs. = 8
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EIRTRODUCT ION

Project EXCEL is conducted under the Hational Workplacs Literacy
Program of the U.S. Department of Education. It is administered by

the Career Resources Development Center (CRDC) in partnership with
Ace Mailing, Inc.

Project EXCEL focusez on literacy and basirc gkills training with
emphasis on the workplace culture for limited English proficient
(LEP) workers. Our goal is to assist these workers in retaining
employment, increasing productivity and advancing their careers.

CRDC

CRDC is a 26 year-old, non-profit, community-based employment
training agency located in San Francisco and Oakland. CRBC has
trained over 3,500 ethnic minorities and women as office clerks,
bank tellers, cooks, food 'service and housekeeping workers,
janitors and office automation specialists.

CRDC’s training programs focus on LEP workers because they comprise
the vast majority of the workforce at Ace Mailing, Inc. CRDC
recognizes that nearly 90% of California‘’s labor pool will come
from Hispanic and Asian communities, half of them immigrants.
Local labor force is increasingly low-skilled and limited English
proficient, while, simultaneously, industry is demanding a more
literate and skilled workforce.

Ace Mailing, Inc.

Ace Mailing, Inc. is a direct marketing company which has been in
operation for 12 years. The company employs 43 full-time employees
and a large pool of part-time and temporary workers. It has made
a special effort to hire and prcmote economically disadvantaged
people and LEP workers. Over 90% of its production workers are
Hispanic and Filipino.

Ace Mailing, Inc. is recognized as one of the top small businesses
in the state of California. The company president, Ms. Gwen
Kaplan, is the recipient of this year‘’s "Excellence In Business"”
award from the S.F. Chamber of Commerce. She was alsc awarded "The
Small Business of the Year" by the California Small Business
Administration. Ms. Kaplan is the president of San Francisco’s
Small Business Commission.

As the company grows, it demands a more sophisticated and skilled
workforce to maximize productivity. This translates into workers’
ability to read arnd understand work orders, and to perform job
tasks independently. Encouraging the workers to actively
participate at the workplace is also a goal of the company. Both
management and employees agree the ability to communicate in the
English language is the key to enhancing performance.
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Curriculum Designed for Ace Mailing, Inc.

The curriculum for Ace Mailing, Inc. is designed by a team of
experienced educators from CRDC. The team met with the management,
supervisors and workers to conduct a needs assessment at the
workplace. The team also conducted observations and partJ.cJ.patory
work to identify specific job and communicative skills required at
Ace Mailing, Inc. From these assessments, CRDC was able to design
a curriculum to facilitate better communication between workers and

management, and to enable workers to understand written work orders
as well as follow oral instructions.

Project EXCEL's staff worked closely with management and workers at
Ace Mailing, Inc. and received consistent feedback from the Ace
Mailing management and workers before the curriculum was finalized.
The curriculum consists of 6 modules. The content and objectives
of the modules are explained inside each one.

project

s 27‘331'3 3
EDUCATION PARTNER BUSINESS PARTNER
CRDC Ace Mailing, Inc.
655 Geary Street 2757 16th Street
san Francisco, CA 94102 san Francisco, CA 94103
statf . Personnel
Mabel Teng, Executive Director Gwen Kaplan, President
sharon Tu, Project Coordinator George Hamilton, Account Executive
pavid Hemphill, External Evaluator Mitchel Darrow, Administrative Manager
Drew Westveer, Curriculum Developer ' Tony Rivera, Production Manager

and Illustrator
Chris Shaw, Counselor/Instructor
Pennie Lau, Counselor/Instructor

Oscar Ramirez, Counselor/Instructor
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HING GUIDE

Curriculum Design and Description

This curriculum is designed to assess and correct specific areas of
difficulty in pronunciation. By starting with the individual
sounds of the letters of the alphabet, the teacher can identify
which sounds and combinations of sounds are difficult to pronounce
and use these to develop lessons. The module focuses on sounds
specifically chosen for the Hispanic students at ACE Mailing.
Excellent texts have been written on pronunciation difficulties
unique to Spanish speakers. The exercises in these texts were
adapted for this module, designed for a specific student population
with work-related pronunciation needs. Thus, the material was made
relevant and contextual at every opportunity.

UNIT 1: The Alphabet

Part 1

This exercise is a foundation to the module. It serves to
introduce or reinforce the names of the letters. And by going
through each of the sounds of the letters one by one, it can
reveal problems the students have in pronunciation. Certain
combinations of sounds may cause confusion for the students, (i.e.

G-J, A-H, BE-I-A). These may be highlighted and used in Part 2.

Part 2

This exercise focuses on specific letter combinations that may
provide difficulties for the students. Letters may be taped, each
letter sounded twice. Students provide the correct answers at the
end of the exercise. Teacher writes the answers on the board.

Part 3

The following exercises, providing practice with names, tie in with
Module 4. Exercise 3 may also be taped, each name sounded two or
three timeas. Students write their ans:iers on the board to practice

writing, to get them out of their se:is and for assistance from
classmates in correction.

Part 4
Five names are given to the first student to dictate to his
partner. Then, five are given to the second to dictate to the
first student. The students alternate practice in reading/speaking
with listening/writing. They may correct each other within their
group.

iii
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UNITS 2,3 and 4: Pronunciation

Acknowledgement: The exercises in Units 2,3 and 4 are adapted from
English Pronunciation for Spanish Speakers, Paulette Dale and
Lillian Poms, Prentice Hall, 1986.

The3de units introduce two sounds separately and then provide
exercises that combine them. The exercises are very structured so
it is important to look for opportunities throughout the lessons to
introduce workplace-based communicative activities. The focus of
these exercises is on sound production rather than meaning and on
learning to recognize letters and letter combinations that form a
particular sound. Even so, many opportunities will arise to answer
student-generated questions regarding vocabulary and grammar.

In the Listen and Repeat exercises, it is important to include as
many words as possible from the worksite. The activity will be
more meaningful and relevant to the students, it will reinforce the
language they produce while at work, and it will decrease the time
spent on explaining new vocabulary items. For material, I
incorporate words and phrases that the students may hear and
produce at work, relevant cultural notes, and language items taken
from previous Modules.

In the exercises that require the students to circle the letters in
each word that produce a certain sound, I ask the students to tell
me which letters they circled and then write these in columns on
the board. This helps reinforce the teaching point that there are
different letters and combinations of letters that all produce the
same sound. The idea is that the students will learn to look for
these familiar cues while reading to aid them ir pronunciation.

After the students listen to the dialogues and practice reading
them several times, I ask them to pick out the words that contain
a certain sound line by line. Each line of tha dialogues is
numbered for this reason. The words are written on the board and
are thus isolated for further pronunciation practice. The students
can also make note of these words to take home and practice.

Additional Sources Consulted

Pronunciation Contrasts in English, Don L.F. Nilsen and Alleen Pace
Nilsen, Regents Publishing Company, Inc.

Pronunciation Pairs, Ann Baker and Sharon Goldstein, Cambridge
University Press, 1990.
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OBJECTIVES OF MODULE 6

All of the modules in this series were designed to help employees
of ACE Mailing develop communication skills and strategies to
improve job performance. Effective communication on the job
involves not only understanding co-workers and supervisors but
being understood. This module provides exercises to assess and
practice areas of difficulty in pronunciation. The exercises are
set within a contextual framework that is familiar to the students
and will ideally provide them the opportunity to transfer what they
learn from the classroom to the workplace.

The specific objectives of this module are to:

1. identify sounds and combinations of sounds that are
difficult for students to pronounce.

2. isolate these sounds in a series of Listen and Repeat
exercises.

3. introduce words from the workplace that contain these
sounds.

4. provide pronunciation practice in the form of a
contextual, workplace-based dialogue.




LISTENING/SPEAKING:

the letters.

LISTENING:
1. G

2.
3.

H < g

4.
5.
6.
7.
8.
9.

< 0O Z 0 " 9

10.

UNIT 1:

Listen and circle the
11.
12,
13.
14.
15,
16.
17.
18.
19.
20.

letter you hear.

G

g 8N 2 ® O O @@ o P

¢y

<« 0 2 O ®WM B H <& m Yy

THE ALPHABET

Listen to your teacher and repeat the names of

<O




LISTENING/WRITING: Listen and spell the names you hear.

1. — 8.

2. S. __ __ __

3. 0. __ __

4. . _

L )

6. 3. __

Te o o 9@, __
15.

LISTENING/WRITING: Listen to your partner and write the names.

1.

2.

3.

4.

5.

6.

7.

9.

10.




UNIT 2: YELLOW JELLO

LISTENING/SPEAKING: Listen and repeat.

job edges age
July adjust page
junk manager large
jet damaged edge
gym fragile package
germ injure postage
Just danger storage
joking suggestion orange

LISTENING/SPEAKING: Listen and repeat the following words. Then
circle the letters in each word that have the sound of "J".

January package bridge
Jjuice language knowledge
June George judge
adjust change fridge
enjoy charge edge

LISTENING/SPEAKING: Listen and repeat.

1. Just a moment.

2. My job is putting the postage on the package.

3. George mailed a large package.

4. The permit imprint is at the edge of the package.

5. I just finished putting the stickers on the large package.
6. Gwen is going to Georgia in July.

3




LISTENING: You are mailing a package overseas. Circle the
countries or cities that have the "J" sound.

Java Guatemala Jerusalem Greece

England Germany Jamaica Bungary

Japan Greenland Algeria Egypt

Belgium Argentina China Luxembourg

SPEAKING: Practice with a partner. Use the names of the

countries from the list above that have the sound of "J".

Student A: “where are you sending this package?"

Student B: “I'm sending the package to o"

SPEAKING: Can you think of other words with the sound of "J" to
£fill in the blanks?

Examples: Georgetown Julie’s house

Angel Island




LISTENING: Listen carefully to the following words. Do you hear
the sound of "J"? Circle YES or NO.

Example: (gym) @ NO

1. YES NO
2 YES NO
3. YES NO
4 YES NO
5. YES NO
6. YES NO
7. YES NO
8. YES NO
9. YES NO
10. YES NO




GETTING READY: Practice the following words in Spanish that have
the sound of "Y".

playa pollo hielo llamar

LISTENING/SPEAKING: Listen and repeat.

yes onion
you human
yellow cucumber
use beyond
unit beautiful
year regular
yesterday refuse

LISTENING/SPEAKING: Listen and repeat the following words. Then
circle the letters in each word that have the sound of "Y".

you union uniform
your California music
yes Virginia cute
yogurt million usually
yellow onion refuse

6
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LISTENING/SPEAKING: Listen and repeat.

1.

How are you today?

Excuse me.

May I help you?

Did you get your labels?

How many years have you worked at ACE?
Yesterday we mailed a million packages!

The yellow stickers have not yet arrived.
Do you know how to use the meter machine?
Do you listen to music when you’re working?

LISTENING: Listen carefully to the following words. Do you hear
the sound of "J" or the sound of "Y"? Circle J or Y.

Example: (joke) @ Y

1.

3.

5.

6.

7.

9.
10.

O 9 94 94 9 9 94 9 9 9y
R R . A




SPEAKING:

Practice

Dialogue I

(1)
(2)
(3)
(4)
(5)
(6)
(7)
(8)
(9)
(10)
(11)
(12)

ACE Employee:
Customer:
ACE Employee:
Customer:
ACE Employee:
Customer:
ACE Employee:
éﬁétomer:
ACE Employee:
Customer:
ACE Employee:

Customer:

the following dialogues.

Hellol
Hello! How are you?

Fine. Thanks. And you?
Great! 1Is your boss in yet?
No. She just left.

Do you know when she’ll be back?

Well, she just went to lunch with Mayor
Jordan.

I see. Will you tell her I was here?

Yes. Your name?

Yolanda Johnson.
And your telephone number?

She can reach me at my office on University
Avenue.

By




Dialogue II

(1)
(2)
(3)
(4)
(3)

(6)

(7)
(8)
(9)

ACE Employee:
Jogger:
ACE Employee:
Jogger:
ACE Employee:
Jogger:
ACE Employee:
Jogger:

ACE Employee:

(10) Jogger:

(11) ACE Employee:

(12) Jogger:

Excuse me! Do you know where University Avenue
;::, I do. It’s just beyond Canyon Street.
Where is Canyon Street?

Do you see the yellow Jeep?

Yes. 1It’s across from the large schoolyard.
Then do you see a Japanese restaurant?

The Magic Onion! I ate lunch there yesterday!
Did you have the gingered yams?

Yes. And the delicious yellow jellol

You'’ll see University Avenue from there.
Thank you for your help. You'’re very nice.

You're welcome. Goodbye.

9
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UNIT 3: THPZE TREES

GETTING READY: Form the sound of "TH" by placing your tongue
between your teeth. Practice by saying:

THANK YOU.

LISTENING/SPEAKING: Repeat the following words. Place your tongue
BETWEEN your teeth for "TH" and BEHIND your teeth for "T".

L] TH ” L] T ”
three tree
threw true
thought taught
thin tin
thigh tie
tenth tent
both boat

LISTENING: Listen and repeat. Where do you hear the sound of
"TH", at the beginning, middle or end?

* thumb bathtub north
think toothpaste south
thirsty thirty-three worth
through two-thousand month
thousand birthday mouth
thigh anything length
thanks something width
thick nothing fourth
thin healthy fifth
Thursday teeth

10
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LISTENING: Listen carefully to the following words. Where do you
hear the sound of "TH"? Circle Beginning, Middle or End.

Example: (thousand) Middle End

1. Beginning Middle End
2. Beginning Middle End
3. Beginning Middle End
4. Beginning Middle End
5. Beginning Middle End
6. Beginning Middle End
7. Beginning Middle End
8. Beginning Middle End
9. Beginning Middle End
10. Beginning Middle End

LISTENING: Listen carefully to the following words. Do you hear
the sound of "TH" or the sound of "T"? Circle TH or T.

Example: (thumb) T

1. TH T
2 TH T
3. TH T
4 TH T
5. TH T
6. TH T
7. TH T
8. TH T
9. TH T
10. TH T

11




BPEAKING: Practice

Dialogue III

(1)
(2)
(3)
(4)
(3)

(6)

(7)

(8)

(9)
(10)

(11)

Receptionist:
ACE Employee:
Receptionist:
ACE Employee:

Receptionist:
ACE Employee:
Receptionist:
ACE Employee:

Receptionist:

ACE Employee:

Receptionists

the following dialogue.

Good morning. May I help you with something?
Is this the Th;gednges Import Company?

Yes, it is. e

I'm here to see Yolanda Johnson.

Ms. Johnson isn‘t in, but I’'m Thelma Thornton,
her assistant.

Pleased to meet you. I'm Ruth from ACE

Mailing. I think there is a job for us this
month.

Yes, we have 30 thousand envelopes to mail.
Did you say 13 thousand?
No. 30 thousand. It’s a big job.

That’s the truth! But ACE can mail anything
for you. And we’'re thorough and efficient.

I thought so. Thank you very much.
12
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UNIT 4: CHINESE SHOES

GETTING READY: Practice the following Spanish words with the sound
of "CH".

chile chocolate mucho ocho

LISTENING/SPEAKING: Listen and repeat the following words. Then
circle the letters in each word that have the sound of "CH".

church suggestion kitchen picture
change question watch culture
much
each

LISTENING: Listen and repeat. Where do you hear the sound of
"CH", at the beginning, middle or end?

chair teacher reach
Cheshire question touch
cheap kitchen sandwich
China picture batch
cheek potato chip which
chew suggestion bench
chilly future bunch
check culture March
change nature ouch
charge matching lunch
13
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LISTENING: Listen and repeat.

1. Watch out!

2. Oscar likes cherry pie and chocolate chip cookies.
3. How much does the meter machine weigh?

4. Olga ate a cheese sandwich for lunch.

5. Which labels should I use?

6. The Cheshire labels are on the chair.

7. The teacher chose Miverva to answer the question.

LISTENING: Lister carefully to the following words. Where do you
hear the sound of "CH"? Circle Beginning, Middle or End.

Example: (chair) 'w Middle End

1. Beginning Middle End
2. Beginning Middle End
3. Beginning Middle End
4. Beginning Middle End
5. Beginning Middle End
6. Beginning Middle End
7. Beginning Middle End
8. Beginning Middle End
9. Beginning Middle End
10. Beginning Middle End
14




GETTING READY: The sound of "SH" may be a new sound for you.
Practice by saying:

shoe machine English

LISTENING/SPEAKING: Listen and repeat.

shut special fish
sure delicious rush
shop mushroom cash
shipment ocean push
shipper insure brush
she tissue wish
shelf machine finish
shiny conversation Spanish
shape caution English

information

vacation

production

SPEAKING: MNow, say each word above and circle the letters in each
word that have the sound of "SH".

15
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LISTENING/SPEAKING:

Shut off the machine.

Listen and repeat.

1.

2. I wish you would fix the meter machine.
3. I speak EBnglish and Spanish.

4. Send this package to Chicago.

5. Will you share your lunch with Olga?

6. Are you finished putting on the Cheshire labels?

7. After work I‘m going shopping for a new shirt.
8. I am too short to reach the meter machine.

LISTENING/SPEAKING:

chair - share
cheat - sheet
chew - shoe
choose - shoes
which -~ wish
witch - wish

Listen carefully to the following words.

Listen and repeat.

cheap - sheep
cheese - she’s
chip - ship
chop. - shop
catch - cash
watch - wash

Do you hear

the sound of "CH" or the sound of "SH"? Circle CH or SH.

LISTENING:
Example:

1. CH
2 CH
3. CH
4 CH
5. CH
6. CH
7. CH
8. CH
9. CH
10. cHd

(machine)

SH
SH
SH
SH
SH
SH
SH
SH
SH

SH

ca
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SPEAKING: Practice the following dialogue.

Dialogue IV

(1) Customer:

(2) ACE Employee:

(3) Customer:

(4) ACE Employee:

(5) Customer:

(6) ACE Employee:

(7) Customer:

(8) ACE Employee:

(9) Customer:

(10) ACE Employee:

Good morning. Yolanda Johnson speaking.

Good morning. This is Mitchel with ACE
Mailing. May I help you?

We received a shipment of Chinese shoes. And
we want to mail a special promotion to reach
all sections of the city.

May I make a suggestion? You should print the
brochures in Spanish and English.

Great idea! 1Is there an additional charge for
a rush order?

This will be ready on Thursday for no extra
charge.

I wish everyone were as efficient as ACE
Mailing! I’m sure glad this is finished. Now
I‘'m going on a short vacationl!

Where are you going?

I'm going shopping in Chicago.

You should check the temperatures. It can be
chilly there in March.

17
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Module 6

Listening Script and Answer Key
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Listening (page 1)

1.
2.

1.
2.
3.
4.
5.
6.
7.

aa

cNEHRHOoOR<

ALICE
ELISSA
ELAINE
ALLEN
HENRY
TAMARA
RICHARD

MICHAEL

CHRISTINE
JENNIFER

LAUREN
TERRY

Unit 1:

11.
12.
13.
14.
15.
16.
17.
18.
19.
20.

Unit 2:

zoZ2ondadpwra

Listening/wWriting (page 2)

8.

9.

1o0.
11.
12.
13.
14.
15.

Listening/Writing (page 2)

6.
7.
8.
9.
10.

Listening/Speaking (page 3)

Column 1

-j=-

Column 2

-g-

The Alphabet

JANICE
GWEN
EDWIN
WALTER
BETTY
STEPHEN
MONICA
HELEN

FRANCES
CATHERINE
CHRISTOPHER
JEFFREY
WILLIAM

Yellow Jello

Column 3

-dg..




Listening (page 4)

Java Jerusalem
Germany Jamaica
Japan Algeria Egypt

Belgium Argentina

Listening (page 5)

1. (July) YES
2. (yellow) NO
3. (yes) NO
4. (large) YES
5. (postage) YES
6. (danger) YES

7. (your) NO
8. (inches) NO
9. (January) YES

10. (choose) NO

Listening/Speaking (page 6)

Column 1 Column 2 Column 3
-y- -io- --
-ia-

Listening (page 7)

1. (your) Y
2. (joke) J
3. (package) J

4. (yellow) Y
5. (year) Y
6. (unit) Y
7. (jello) J
8. (jail) J
9. (jet) J
10. (use) Y
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Unit 3: Three Trees

Listening (page 10)
Column 1 Column 2 Column 3

Beginning Middle End

Listening (page 11)

) 1. (thank) Beginning
2. (something) Middle
3. (thumb) Beginning
4. (tenth) End
5. (month) End

6. (toothbrush) Middle
7. (thoughtful) Beginning

8. (nothing) Middle
9. (both) End
10. (thin) Beginning

Listening (page 1l1)

1. (tree) T
2. (math) TH
3. (booth) TH
4. (month) TH
5. (tin) T
6. (Thursday) TH
7. (tent) T
8. (sheet) T
9. (both) TH

10. (something) TH

Unit 4: Chinese Shoes

Listening/Speaking (page 13)

Column 1 Column 2 Column 3 Column 4

=ch- -ti- =-tch- -tu=-




Listening (page 13)
Column 1 Column 2 Column 3

Beginning Middle End

Listening (page 14)

1. (catch) End

2. (teacher) Middle

3. (ouch) End

4. (change) Beginning
5. (sandwich) End

6. (chocolate) Beginning
7. (kitchen) Middle

8. (March) End

9. (chicken) Begiinning
10. (watch) End

Speaking (page 15)
Column 1 Column 2 Column 3

~-gh- -ci- -gh=-
-8 -gh-

-Ce~

-8~ ~88-

-Ch=

-ti-

Listening (page 16)

1. (shop). SH
2. (shoe) SH
3. (switch) CH
4. (chose) CH
5. (shipper) SH
6. (China) CH
7. (sheet) SH
8. (production) SH
9. (catch) CH
10. (wish) SH
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